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PREFACE i

I'hrough the Basic Bducational Opportunity Grant (BEOG), the College Work-Study (CWS), the National .

Drrect Student Loan (NDSL) and the Supplemental Educational Opportunity Grants (SEOG) programs, the Federal
government kas become a major funding component of the student financial aid programs on many college campuses
throughout the nation. These programs are designed to aid those students who require this assistance (as determined

by a recognized need analysis systeimn) i order tc pursue 2 postsccondary education, thus, many students from low*

ircome families have been given the opportunity to continue their education beyond high school. Under these
programs, both the students and the participating institutions assume various responsibilities. The institutional

responsibilities to the Federal government and to the students are contained in the Terms of Agreement, a document -

which 1s sigried by or for the Commissioner of Education and the President of the institution prior to its
participation n the CWS, SEOG, and NDSL Programs (See Appendix A, p. 63), and in the BEOG Agreement (Sce
Appendix B, p. o9

One responsibility assumed by the institution is the maintenance of the level of its own student assistance
programs. The Federal government supplements the institution's coninitment to student financial assistance. Under
the National Direct Student Loan and the Basic Educational Opportunity Grant programs there is no maintenance of
level requirement as such. however, in the case of NDSL, the institution is required to provide 10% of the total loan
funds, thus committing institutional funds to this program for its entire period of existence in ttcte institution,

A second basie responsibility assumed by an institution under these programs is that of maintaining the fiscal
ntegnty of tae tunds and submitting periodic reports to the Federal government. These reports are used to develop
information to determine whether the funds are being properly uiilized in fulfilling the intents of Congress and the
program gutdelines

In 4 rather unique sense, the participating institution has a major responsibility to itself and to its students to
develop and mamntain good records and control over the student financial aid programs. First, significant amounts of
the institution’s own funds are involved. Secondly, since these tunds constitute a major part of the aid available to
the students at many schoaols, any. action which would tend to reduce the Minds available woulﬁd be a substantial
disservice to the students who most need the assistance.

This Manua! has been prepared with the intention of assisting institutions in meeting their responsibilities.
Some nstitutions have experienced difficulties in the admunistration of these programs, and, 1n genera! these
institutions evidence weakness in several arcas. This Manual identifies the areas in which these difficulties most
frequently occur and discusses various methods and procedures which may be utilizcd to insure sound, proper,
efficient inanagement of these programs. These areas are as follows:

1) Too often the administration of the institution does not reflect the relative importance of the financial aid
office 1n the budgetary and philosophical aspects of the institution. With the tremendous growth in student financial
assistance and conscquently the increase tn the amount of funds administered through the student financial aid
office, this office should be given a level within the administrative structure commensurate with its expanded
importance and responsibilities.

2y tn addition to being placed in an appropriately visible spot within the structure, the student financial aid
office should be adequately staffed both in quality and in quantity, The Fducation Amendments of 1976 require
that (unless a waiver 1s specifically gra- ted by the Commissioner of Education) the institution appcint a full-time
person to handle the administration ot hese programs. Keeping track of everything related to a complete financial
aid“program requires full-time effort. The schools csnnot continue to overburden the person in charge of the
financial aid programs. nor can they give these jobs to a “short-timer™ at the institution or to someoné who will
quickly be moved up to a position of “greater importance™ 1f he or she works out well in the aid administrator’s
office. Tlis job s unportant, 1s tull ime, and requires a capable person to perform it.

-



O b oany tederadly tonded program there 1s @ geed to keep up-to~date records so that timely reports can be
ewued Muty nsbitutions seem to retlect the deg that the institution’s obligation as only o the studdents who are
partvpating an the program  Fhere ty no question that the students are, and should be, the major emphasis of the
program However, the school ey have a detimpte obligation to the government as well, This oblisation extends
beyond the thing ot aie appheation for Federal tunds There is an obligation to the students to obtuin these funds,
but there s abaw an obligstion under specithic contract with the Federal government, to report on how these funds
He exvpended  This s an acco@ifting. reporting, and admimstrative nhligatihn. ' 5

41 Sbhere appeans to be g tadure in many institutions to maintain adequate records. Sound recordkeeping
techmgues will result o greater case of filing appheations and penodic reports, and will provide the required
dovcumentation tor the vartous programs Further, all official records must be retained by institutions for a period of
not fess thaa five vears atter the date ot submission of the required annual report (or in the case of NDSL for not
tess than tive vears trom the date o wineh the entire amount of the foan bas been repaid, cancelled, or assigned in
acvordance wath repulationsy or until the resolution of 4l questions saised by the required audit, whichever is longer.

SEOMany amstitutions have taled to mamtan o tuecly reporting system, Partly, this failure seems to be refated
tu the lack ot trm Jocumentation m the school and partly to the changing tormats of the reports required by the
Othice ot Pducation, Institutions shoutd estabhish efhcient reporting syster 5 which will enable the responsible
officials to meer the Ottice ot Pdueation reportigg ceduirements on g timély basis.

o) Communcation appears to be a problem in some institutions, The Student Financial Aid Administrator,
the Business Manaper, and the otfice of the authorizing official (President, Chancellor) must be in constant contact
regarding the accuracy of transactions enteicd 10 the accounting system and the records. Regular conlerences
between the parties responstble shoald be held.

T Many anstututions have taded to prepare procedural outhnes for the admintstration of the programs and to
spratty haes of responstbility - This means that 1if 2 peron is new in a job, he or she is unable to learn the job quickly
bevause no one has taken the time to record a short sumimary of **the way we do it here.” Errors are made because
the procedures are not recorded, and slight variations oceur in the handling of records cach time the need arises.
Lime v wasted and proper tunctiomng of the program is hampered as the new employee tries to decide who is
supposed o pertorm what function for cach aspect ~f the iimg:rum.

S) bnaome mstituhons, indwerivgs who have responsibility for one segment of student financial aid seem to
Lach understamding of the entite sd program. Fach person must know the responsibilities of other persons involved
i the program se that all Lan work together to Jevelop a more effective and orderly program.

.
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9 e delinguency rate on Natwonal Direct Student Loan repayments has reached an alarming level at many
insitutions  For some reason, students are falling to repay their loans after they leave school, and some schools are
tahinge to cmpiess upon therr loan reapents the impurtance of repayment. There is a dual obligation on the part of
the s hool and thentadent 1o see that timely repaviments are received so that the next needy student can benefit
trom the NDSL program

The dlustrations included an the Mynual are in he basic format of general journal entries and handwritten
revords Tl s sor the parpose of stmplicity of viustration The essence of any system is storage and retrieval of
pertinent ntormation Therefure, the concepts included here are the basic types of information that should be
stored and tetoevad. they can be adapted to any system, including automatic and e.cctroaic data processing.

A eveellort provram of studens finsncal ad at an institution is a cooperative effort among all the persons
resp o aliie tor substantal segments of the program at the institution. For this reason, the material has not been
divided 1nte those toms that are related to the jobs of the Student Financial Aid Administrator, the Business
Manager, ant the pnncpal Fascal Otficerat s presented as a unified package that concerns cach of the above persons
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. ) OPERATION OF PROGRAMS — AN OVERVIEW

Fxhibit | presents in brief summary form some of the concepts that have seemed to be t-~ublesoine to the
wdividuals working with these programs at many institutions. A review of these points will provide an introduction
to th|§ Manual. . ‘ . N

bExhibat 1} presents a flow chart fq:ﬂhe agreement/funding-reporting cycle required in the administration of the
}ﬁo{‘. program; o

! .
Exfibit [l preseats a-similar fluw chart for the CWS, NDSL, and SEOG programs.
B A, T

Exhibit IV presents a suggested c.ganization chart for financial assistance program administration in

participating institutions.

DUE DILIGENGE

L 3

In its most rudimentary form the concept of “due diligence” means a thoroughgoing, systematic commitment
to sound practices and policies in all phases of the operation of the institution’s student financial aid program. Thus,
when an institution enfers intc an agreement with the Office of Education to participate in one or more of these
programs, 1t undertakes the responsibility to commit its fiscal ¢nd human resources to the operation of a sound
program.

The basic purpose of this Manual is to assist the institutions in developing practices and policies for the
operation of therr studen? financial aid program which will constitute due diligence for the program. For example,
the assignment of qualified personnel who are thoroughly tamiliar with the operation of the program, the
maintenance of sound iccounting records, the development of procedures manuals, etc., are all necessary foi the

. accomplishment of due diligence.

*
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Exhibit I

Flow Chart

BEQG PROCRAM

—Agreement — funding — reporting —

Student validation

roster verified by
. 13

tnstitution.

BEOG Agreement
signed by R
institutional
~representative (at
any time when in-
stitution becomes
cligible).

Institution receives
authorzation letter
____i'nr BEOG

BEQG Progress
Report 10/31

BEOG Agreement signcd‘
by institutionl
representative (at any
time when institution
becones eligible). ¢

Possible revised BEQG
authorization based upon
Progress Report by
institution.

BEQG Finul Progress
Report 6/30

.BEOG Agreement
stgned by institu-
tional representative
(at any time when
institution becomes
eligible ).

Possible revised BEOG
suthorization based

upon Progress Report
by institution.

BEOG Progress Report 2/28

BEOG Agreement signed by
inctitutional representative
{at any time when institu-
tion becomes eligible).

Possible revised BEQG
authorization based upon
Progress Repott by
institution,

Q)

. December 31




grant period,

Grant-period-end
reports due - all
programs foe prior

Exhibit I

Flow Chart

CWS, NDSL, and SEOG PROGRAMS

—Application - funding — reporting — °
———-—-——-*

Acceptance of
Terms of
Agreement,

Applications submitted
to Regional Office

Funding recommendations
made by Region

Deuobligation of lapsed CWS,
NDSL, and SEQG funds appears
‘on Recipient Report of

Expenditures (DFAFS)
July 1 December 31
June 30 ® January 1
. L}
Unexpended CWS, NDSL,
and SEOG authonization Washington office
at grant penoa end computes institutional
lapses. 6/30/- allocations for CWS, NDSL,
) and SEQG.
Inst:tutions receive *
award notices for Supplemental NDSL
upcornng grant period: delinquency report. Q
LCws &
2. NDSL &>
3 SEQG
‘&*! SEQG ]
o
e

¢

NOTF .~ Audits are required uf aboye programs at least every two years.




Exhibit IV

Suggested Organization Chart

FEDERAL STUDENT FINANCIAL ASSISTANCE PROGRAM ADMINISTRATION IN-POSTSECONDARY INSTITUTIONS

\DMINISTRATION

Financial Ao Administrater and
stuff

Processes applications

Determines need .

Makes award offers and receives
acceptances

Maintains records for program

PROGR

INSTITUTIONAL AUTHORIZING OFFICIAL
(president, chancellor, vice president, efc.)
Enters into agreement with Commissiorer

Assures adequate program administration

1

STUDENT FINANCIAL AID ADVISORY COMMITTEE

(including representatives such as students, faculty, dean
of admissions, dean of student affairs, h{iness officer, and
student financial aid administrator)

Establishes institutional policies and written procedures
Assures continuous flow of communications

" Designates administrative responsibilities

- ———— ——————— e ey *

L_iepurting

¢
\_.f

duplicate sets: — -
Manuals and Adminis-
trative Materials
Institutional Appli-
cations
Award Letters
Program Reports

Mutual responsibility:
Institutional application

" Institutional reporting

3

FISCAL ADMINISTRATION °
Business Officer and staff

Requests program funds from DFAFS

Makes disbursements

Maintains auditable records for
accurate accountability and
-reporting

Collects NDSL

Collects overawarded aid
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Due Ciligence 10 Colisctior of NOSL Loans

bded te the peneral concept ot due diligencee e the ovetalt operaton of the progrant, the NDSLE praceram
speciitos steps necessany toguahity avdue dibigence m the coliection of loam

baonver sang due dilipence, heepam mand the toliowang

Foobue ddieence tens ot the time the doan apphcationas tecerved Ay the stadent signs the e, he should be

Tawgie that B evecuting o begal document g which ke recogiizes b tdebtedaess to the institution. This debt

i beorepands gdone with anterest, withm a speditted penod ot time, The student shonld a'so be told of the
frossdehiyv andes speaitie arcumistances, of having s debt to the institution partially or fullv ca clled.
. .
< tonductan cxar mtervew with cach borrower prior to lus leaving the institubon anc > ' the harrower
with b veps ot By repas ment schedule (Note here that the repayment sched S becamies counpletely ont 0 red g

soen ds the aaiomer becomes debinguent o repayinent thas should be emphasized to the boe-o oneob

tos e v thae s he dade

"

e © Mamtaon contact wath the borrower after he feaves school in order to facilitate bithng o¢ the time the *irst

sabaliine st becomios dae and pavable (Records and fides 1o be discussed 1in this Menwe! will be most helpful in
sttt i e’y eblpertions under thas requureimient)

. tabbist it simtan regular bithng and tofow-up precedures dunng the perind in which the autanihing
Palane o Lov gt The mstitution may wish to use its own business ofhice staft to engage in these at nr
SOoman g e wie oubade e apendy to do the work ) .

S e s turther collectton procedures as the institution may consider appropriate to eftect prompt

[ A S N I A

t

“lhose porsens o st direct contact with the student who is recerving NDSL funds should keep in mind that

colicoton st thaese Toans begins at the date the loan s approved and the note s executed, 1t must be in pressed upon
the -tadend gl T oant o Giee that he s receving g fean that must be repand, rather than a grant or scholarship

Woen e adent terninates s entolliment at the institution. an ex:tinterview must be held At this tune he

st et s amnded o b indebtedness undier the NDSL program and the requirement that this debt be repaid.
T o ol meoaended by the NDST program should be tollowed duning the exat mtcmew The xmpnrt.mw

o et aetervaow cannod b cmphasized too strongly becauseathe care with whichatis conducted will determine i

LG T e TR it bion s suceess i abraining repayments,
.
VoDt persdimel at anansbitutivn muost be helped to realize that the school., also, has ap indebtedness
winicr U NDSE propram Fands provided by the Federal government are not grgnrs similar to BEOG, CWS, or
SEowc s b etoad are amounts that wall eventually be repard by the institution to the Federal government.

cen tenl i as gn o extra aneentive, beyond the desire to help other needy studéents, for collection frem the
A e tunids

e . o

Eovtartier mtormation, reter to Student Loan Colfeettan Procedures pubhished by NACUBO,
Due Diligenee 1o Venfication nf Basic Educational Opportunity Grant Applicant-Reported Data

' s tvenness o the Basie Grant propgram depends to o considerable extent on the aecuracy of the

b e anh s mak g dinbuesaeng, and accounting tor awards.

Foocaorme ddue Jintence reganding venhication of student-reported data, the responsible official at the

ot e s reguntesd to

b Vet e enation reported on the Student Fhgibility: Report where there s coronarahle sve e e aeagst
win Yot Stacbeet Fhabiity Report may be checked. Al finanaal documents should be reviewed toagerrs s 0y
st Dy panas s nof due to vanations an reporting periods

RIC | -
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2. Notity the student ot any appareat discrepancy and request documentation or correction, The studcent
showld be provided anopportumty to explat and correct erroneous information. Under thes policy, a diserepaney o8
presumed to be due to miundenstanding until o s proven to be due to deliberate falsification

3 Withhold payment until 4 correction, 1t needed, 18 made. In cases where the mstitution has indisputable
proot that mtormation has been taimitied (tor cvample, an IRS tax  srm o 1040 01 proot of noncittecnship) the
intitution must withhold pavment

. . ¢ , .

4 Report upresobved cases to Oftice of ducation within 30 days. When the Office of Bducation recerves an

unresolvable case, 1t wall be gssumed that :

tat the mstitution has some documentation on tile to support the allegation, ot has reason to buelieve that
the imtormation repotted s questionable and
.
(b) the responsible afficiad at the mstitution has made a reasonable effort to contact the student and has
. heen unsuccesstulin resolving the discerepancy.

P teporting these cases fo the Otfice of Fducation, the stitution should provide the tollowing information:
1 Appliaant Intormation '
Ny
Address ) . * .
Sovtad Secunty Number
pelepbone Number

rs

Parent Information af avalable)
Nde
Address
Soctdl Security Number
Feleppone Number

1 Nature of discrepancy Cieter tospevitic bex on SER)

3 Nature of suppertaing documentation

rd

Any pay ments made to date
A mtormatien should be torwarded to

Basee Cerant Program
U'S Ottice ot Fducation
PO Boy 34337
Washington, DO 20034

Fhe Otfice of Fducation will make every ettort to vairdate all.cases reported, and will attempt to tollow-up un
every vase However, there are several tems on the SER where discrepancies may oceor but for which verification
may be unavadable or unduly dithicult to obtain. For this reason, the maor cmphasts, will be placed on data such as:
adiusted gross income, taxes pad, size of household, Veteran's benetits, Soctal Secunty benefits, and atizenship,

Upon recerpt of the above requested intormation, the followtag actions will be taken by the Othge of
t ducatron

I Al reports wall be sereeacd to determine i witficient information has been provided to warrant further
tollow-up I certan cases this may nvalve a tollow-up phone call to the responsible official at the mstitution.

.

A

201t tollow-up s wartanted, the insthitution wall be sent o fetter mstracting 1 to suspend payment temporaniy .

1 Simultancously, the student widl be sent a letter requesting submisston of a corrected SER or appropriate
ventication,

Te .



4. All ventying documentation subimitted will be reviewed for aci eptabihity. Corrected SER’s will be reviewed
afd forwarded to the Basic Grant processing agency tor reprocessing.

] . . .
3 At this pont, the institunion i be sent a letter (with a copy io the student) indicating final resolution

and, where appropriate, releasing ph; - ent subject to receipc of the new SER by the responsible official at the
anstitution.

The full cooperation ot resporable officials in exercising due diligence 1s of vital importance in maintaining
program mtegnty and preventing program abuse,
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GLOSSARY
Bookkseping

The process of analyzing, classifying, and recording transactions in accordance with a preconceived plan for
the purpose of (a) providing & means by which an organization may be conducted in an orderly fashion, and (b) -
establishing g basis for reporting the financial condicion of an organization and the results of its operation.

Two methods of bookkeeping are in use:
1. Single<ntry -a bookkeeping system in which generally only records of cash and of personal accounts are

maintained. Where transactions are infrequent and receivables, payables, and assets other than cash are few,
single-entry records, carefully maintained, may be adequate, (Example-a personal check beok)

L]

Double-entry - the method usually followed by organizations for recording transactions. Each t.ansaction
involves a two-way, seif-balancing journal entry, with equal debit and credit amounts. This entry .is then
posted from the journal to the corresponding ledger accounts involved. (Example—the accounting
. transactions illustrated in this Manual)
.

Accounting for Restricted Funds

) ,
A restricted fund is a self-balancing group of accounts: assets, liabilities, revenues, expenses and a fund
balance: they are separated in the books of an institution and are limited to specific uses. The restricted funds
Mustrated i the following material (DFAFS Accounts, CWS, BEOG, SEOG, and NDSL) are all accounted for
utthizing a double-entry bookkeeping system. ' '

It is important to note that the individual funds are separated completely from one another and from the
general fund of the institution and are self-balancing. That is, the debit balances of the debit accounts within the
fund equal the credit balances of the credit accounts within the fund. This insures integrity of the individual funds
and provides control over the expenditure of the funds.

Debit (DR) — Credis (CR)

“Delut™ means left in accounting and “‘credit” means right. The left side of an account is called the debit side;
the nght side of an account is called the credif side. A debit entry (or simply “debit") would be recorded on the left
ade of an account. a credit entry (or simply *‘credit’™) would be recorded on the right side. I'he following illustrates
the normal rules for debiting and crediting accounts:

Asse.ts : = Liabilities + Fund Balance
DR CR DR CR DR CR
Increase Decrease Decrease Increase Decrease Increase
| a |
Expenses Kevenues
DR CR DR | R
Increase Decirease Decrease Increase
9 -
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lovrna:

A book of oogaad entiy . g chronological fecord ot the debar and credit elements ot cach feamaction, Az
oaadc fions occur they are cntered ity into the journal At comvenent mtenvals, such oy weekly o monthly,
the debits and ciedits secorded 1n the fournal are transferred (posted) to the mdivedual accountsan the Jedger.

Luedger

A Book of deeounts Fach item of & monetary gature to be aaciuded methe TepoTts issued by an otganization is
asstened an account an the ledger Posting from the journal to the ledger results o cach account having vither a debit
i 4 atedit balance This debst or credit balance s then shown on the particular report histing this item. Separate
fedeers should be mantained tor each program ot tund bemp accounted tor,

Posting
*

Lhe proces ot transtennng the debits and credits trom the journal to the proper Tedpes accounts Fach amount
tecogded i the detat columa ot the journal s posted by entering ¢t on the debit side ol the appropriate ledger
secount. and cach amount recorded 1n the credit column of the journal 1s posted by entening it on the credit side of
the appropriate ledger aceount .

Closing

Fhe process of piepanng, entening and posting closing entries. A cl.usmg cntry 1s a journal entry in which the
balances 10 revenue and expeme acvounts are eliminated at the end of the acceunting period {ealendar year or fiscal
vear ), Because the tevenie and expense accounts provide the information tor the Statement of Operations of a given
sccounneg pretod, 1t s essental that these accounts have zero balances at the begimning of each new period. Asset,
habiltty . and tund balance accounts are not closed, at the end of the accounting peniod as their balances carry over to
the new pernod

Adjusting Entry

A routnal entiy made tor purposes of correcting an error (such as a transter of an amount trom vie dccount to
anothend or revording an acorual Guch as earned. but unpaid, CWS payroll at the end of an accounting pertod).

rd
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SUMMARY CHART OF ACCOUNTS

~

Asan ad in the consaderation of the recordys and accounting techmguaes for the financial aid programs included
m thas Menugt, the tollowing represents a summary listing of the ~ceounts considered to be necessary for the
nstitution. to decount property for these programs. Each school can devise its own set of accounts and its own
actounting system, so long 4y these accounts and the system provide for the necessary documentation reguired by
the Office of Fducation. Fase of report preparation and simplicity of procedures within the instinetion should be
comidered as guidelines for the specific svstem to be used. '

e
+

The tollowing \'mmm'xcd chart of accounts will permit the parficipating institution to meet the minimuem

program and fiscdd requirements established by the Federal government, Additional accounts may be added as
deened necessary by the school.

The recommended accounts and the system of accounting have been established in recognition ot the necd to

account separately for each of the federally-funded programs under consideration. Journal entries utilizing che
following acvounts will beallustrated.

DFAFS PROGRAMS LEDGER

Assets
| Accounts Recevable, DFAFS
3 Cash Control, DFAFS

Cépital Account

(3]

Unexpended Program Authonzation, DEFAFS
(NOTLE A separate subsidiary account with specific award number should exist tor ecach
award that has not been fully expended by the institution)

COLLEGE WORK-STUDY PROGRAM LEDGER

Assets
! Cash, CWS .
Liabilities ’
2.1 Federal Income Taxes Wathheld
2.2 Sociat Security Taxes Withheld
23 State Income Taxes Witnheld
24 Other Withholding
K] Accrued Wages Payable
4 Fmployer's Payroll Taxes Pavable

Temparary Accounts
Revenue

lranster from DFAFS-CWS Funds
] Institution’s Cash Contnbution

6.2 Institution’s Noncash Contribution
K] Qticampus Agency’s Contribhution

? ‘a

11 A



Expenses

-
71 Student Wages  On Campus
2 Student Wages  Off Campus

i - N Administrative Fxpenses Pad to institution
9 Job 1 ocation Expenses Paid to Institution

.. BA3IC EDUCATIONAL OPPORTUNITY GRANT PROGRAM LEDGER
Assets
! Cash, BEOG
Liabilities
None

Temporary Accounts

Revenue
) 2 Transfes from DFEAFS-BEQG Funds
Expenses
3 Student Grants Pad-BEOG

SUPPLEMEN AL EDUCATIONAL OPPORTUNITY GRANTS LEDGER
Assets
! Jash, SEOG
Liabilities
None

Temporary Accounts

Revenue .
2 Trenster trom DEAFS  imtial Grants
2 Vuanster from DFAFS  Continuing Grants
4 Tranfer from DFAFS  Admunistrative bxpenses
w/ .
E xpensus
s Trutial Grants Paid
O Continming Grants Pad

Adminstrative Fxpenses Pad to Institution

NATIONAL DIRECT STUDENT LOANS LEDGER

Assets
] € ash, NDSL
2 Funds Receivable, DFAFS
: Funds Recewvable, Institution
J Funds Advanced to Students  In School
4b Funds Advanced to Students - Qut of School

4 -
12 L/




Assat Rectuction Accounts

S t oan Principal Collected .
o Loan Prnapal Cancelled  Teaching Service (10°% rate), Priar to 7/1472

|

62 Loan Principal Cancelled  Teaching Service (15% rate), Prior to 7/1/72
63 1 oan Principal Cancelled  Military Service (12 1/29 rate), Prios to 771477
Tl Loan Pancipal Cancelled  Teaching Service (157 rate), 7/1/72 and after
T2 Loan Pranapal Cancelled  Teaching Service (207 rate), 7/1/72 and after
73 caoan Principal Cancelled - Teaching Service (30% rate), 7/1/72 and after
74 Loan Principal Cancelled  Military Service (12 1/2% rate), 7/1/72 and after
X Loan Principal Cancelled - Death
Y Loan Pnncipal Cancelled  Disability

N .o [ van Prin?ipal Adjustments - Bankruptoy
11 Loan Principal Adjustments - Qther

. Liabilities

None

Capital Accounts

12 Federal Capital Contnibutions Authorized
11 rstitutional Capatal Contributions o
Capital Reduction Accounts
13 Repay ments to Federal Government
N Ruepayeents to Institution -
. Revenue ‘
te Interest Farned on Loans
1 Other Farnigs i
IN Remmbursement of Amounts Cancelled on Loans 7/1/72 ar d after
Expenses
(R Latigation Expenses
1y 2 Admnistrative Expenses Paid to Institution
[RUIK Other Collection Expenses
20 Cost of Loan Principal and [nterest Cancelled - Teaching Service (Loans Prior to 7/1/72)
21 Cost of Loan Prncipal and Interest Cancelled  Military Service (Loans Prior to 7/1/72)
a2 Cost of Loan Principal and Interest Cancelled  Teaching Service (Loans 7/1/72 and after)
23 Cust of Loan Principal and Interest Cancelled - Military Service (Locns 7/1/72 and after)
AR} Cost of Loan Principal and Interest Cancelled - Death
28 Cost of Loan Prinaipal and Interest Cancelled  Disability
b Other Fxpenses or Losses  Bankruptey
27 Other Expenses or Losses  Other
T-ACCOUNT DIAGRAMS .
DFAFS Accounts

1. dccounts Recenvable, DEAFS  AH amounts due from all DFAFS-funded programs would be recorded in this
svcount. The debit balance o this account would represent the balance of cash due for awards or authorizations
made to the recpient institution,

Dehit this account for Credit this account for:

. . (a) Cash received from DFAFS (contra account #3)
Amount of awards/authorzations as specified in .

(b)) Adjustment of unexpended balance of programs

program award letter tcontra account #7) R

(contra account #2)

1
o ] 3:\
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.

Y Unexpended Program duthornzation, DEAFS ¢(contrel] This credit balance aceount represents the unexpended
balance of the ewards made by DHEW. An individual subsidiary Iedger account should be maintained for each such
program (for example. CWS061, SFOG-041, NDSLA71, etc ) and the sum of the credit balances in the subsidiary
ledger should be agreed to the balance in this contrel account monthly. The debit entnies in the specific program
accounts provide the amounts tor reporting in the “Expended Amount” column of the DFAFS “Recipient Report
of Expenditutes ™’

Debit this account for Credit this account for:

(@) Cash transfrred to programs (contra account #33° Amount of awards/authorizations as specified in
(b) Adjustment of unexpended balance of programs program award letter (contra account #1)

{contra account &1}

3. Cash Control, DEAFS This 1s a debit balance account established for the .purpose of identifying the balance of
federa! cash provided through DFAFS.

Debit this 2ccount (8r Credit this account for:
All cash recerved from DEFAFS (contra account All cash transferred to programs {(contra account
# [ #2)
. CWS Accounts

1. Cash, CWS Al receipts and disbursements of cash related to the College Work-Study program are recorded 1
this account Any debit balance remaining after payment of a payroll should be comprised solely of institutional
and/or off-campus agency funds, since federal funds should be transferred from the DFAFS Cash Control Account
(DFAFS Account #31 only in the precise amoun? needed for current disbursements.

Debit this account for Credit this account for:
(a} Federal contnbutions transferred from DFAFS (a) Compensation to students (contra accounts #3,
aucount teoptra account #5) #7.1.%7.12) ‘
th) Cash contnbutions of the institution (contra (b} Administrative expenscs paid to the institution
decount #6.1) {contra account #8)
(c) Contnibuthions of off-campus agencies (contra (¢) Refund of contribution to (1) the institution
account & 3) (vontra account #6.1) (2) off-campus agencies
(41 (ash pad 1nto fund by the institution for later (contra account #6.3)
payment for employer’s share of payroll taxes {(d) Payment for compensation withheld (contra ac-
(contra account ¥4) counts #2.1, #2.2, #2.3. #2.4)
{e) Payment of employer’s pavroll taxes (contra
account #4) .
(f) lob location expenses patd to the mnstitution
(contra account #9)

Y122 23 and 24 Witkholding Acecounts: The titles of these accounts are stated 1n full in the Chart of Accounts,
above These accounts are used to tecord the amount of taxes withheld from the pay of <tudents employed under

the College Work -Study program, when tius withhoiding is necessary.

Detit these accounts with the amount of taxes paid Credit these accounts with the amounts withheld
to the appropnate agency for. from the pay of students for payment of:
(a2) Federal income taxes (a) Federal income taxes
(h) Social Security taxes {b) Social Security taxes
{c¢) State income taxes {c) State income taxes
(d) Other tzxes (d) Otheér taxes
(All contra account #1) : (All contra accounts #7.1, #7.2)
14 vy *
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3. Avcrued Rages Pavable. This account is used to accrue wige: earned but not paid 1 the end of g report peried.
Thiy s necessary because the College ka:Study program Fiscal Operations Report requires the reporting of
compenation earned dunng the reporting penod. regardless of when paid. (The DFAFS Recipient Report of

t xpenditures s, however, on @ cash basis,)

K

Detut the account with smounts of gross compen-
sation earned in the previous reporting penod and

Credit this account at the epd of the reporting period
for pross compensation earned but not yet paid,

pad during current penod. teontra account #1) (vontra accounts #7.1, %#7.2)

NOTF Accruals may be estimated

4 Fmpltaver's Pavroll laves Pavable This credit balance account is maintained to record the amoun' of payments
due to be made by the insnifunion tor the employer's share of payroll taxes on account of students employed under
the College Work-Study program. Federal College Work-Study funds may not be used“to pay any portion of such.
taxes In some systems the employer's share of payro!l taxes is handled directly from the gene- al fund, and the
off-«vampus agencies” payments for their share of mayroll taxes is reimbursed to the general fund rather than
transfernng the amount wito the CWS fund. In this case, account #4 would not be needed in the CWS set of
JUCotnts

bBebat this account with the amount of payroll taxes
pawd contra acvount #|)

Credit this account with the amount of pay:oll taxes
payable. (contra account #1)

S I'ransfer from DEFAFS CWS funds: This credit balance account controls the transfer ot casn from DFAFS
account. “Cash Control, DFAFS™, to the College Work-Study account, “Cash, CWS™'. Such transfers of cash should
be made onty in the precse amount needed for the federal share of the current payroll, plus administrative expenses.
No transter of cash should occur until the federal share of the currently payable payroll has been calculsted.

Detit this account with the following closing entries
at the end of the accounting period:

Credit this account with the amount of cash trans-

ferred from the DFAFS account *“Cash Control,

DFAFS" to mee. current disbursem2nt needs. (con‘ra

The tederal share of wages earned. (contra account #1)
decounts 871, &7.2)

th) Admmistrative expenses paid to the institution.
(contra account &8

() Job Jocation expenses paid to the institution,

(vontra account &4)

ta?

6.V tnstitutian’s Cash Contribution: This credit balance account 1s maintained to record cash contributions made by
the mstitution to provide the required 20 per cent nongrant share of student wages on campus.

Debit this account with

Credit this account with the amount of cash provided

by the institution to pay its share of on-campus

ta} Refund to the institution of excess cash ad- student wages (contra account #1)
vances, (contra acvount #1)

and the following closing entry.

(b} The nongrant share (1.e¢., the share for which
Federal College Work-Study funds are not avail-
able) of cash wages paird to students employed on

campus (contra account #7.1)

6 Y Institustan's Noncash Contribution: This credit balance account records the amount of wages “paid’ to
students by the institution through tuition rebates and other such noncash means.

Debit this account with the following closing entry at
the end of the accounting period:

Cash value of all tuition rebates or similar credits to
stadent accounts made by the institution during the
reporting , pertod as ats share of on-campus student
wages (contra account #7.1)

Credit this account each pay period with the cash
value of all tuition rebates or similar credits to the
student’s account made by the institution as its share
of on-campus student wages. {contra account #7.1)



oF

- : I
6.3 Off-Camprs Agency's Contnnbution: This credit balance account is maintained to recogd cash contributions
made by offvampus agencies to provide the required 20 percent nongrant share of student wages off campus.

Debl! thxs .iuuunt wnh

.
.

(3} Refund to offcampus sgencies of excess cash
contributions (contra account #1)

and the following closing entry

th) The nosgrant chare €.e . the share for which
Federal College 'Work-Study funds are not avail-
abley of wages pad to students employed of*-
campus (contra account #7.2)

in

Credit this_account with the amount of cash provided
by off<ampus agendies to pay the required 20
percent nongrint share of wapes of students em-
ployed off campus. {contra account #1)

‘

7.1 Student Wages, On Campus This expense account is maintained to facilitate the preparation of required College

Work-Study program reports.

A o B e m s m e e —

Debit this account with the gross amount of wages
carned by students 1n on-campus employment from
the tirst day to the last day of the reporting period
(posted from payroll vopuher adjusted as necessary
for accruahF (eontra accounts #1, #01, £2.2, #2.3,
24, #F1and 8 2) -

7.2 Student Wages,
reports.

o Campus:

Credit this account with the following closing entries

at the end of .the accounting period:

(a) The nongrant share of wages eamed on campus
(contra accounts #6.1 and #6.2)

(b} The Federal share of wapes carned on campus
(contra account #5)

This expense account is maintained to facilitate the preparation of required

Debit thiy account with the gross amount of wages
varned by students n off-campus employment from
the first day to the last day of the reporting period
{posted from payroll vouchers, adjusted as necessary
for accruals). (contra accounts &1, #2101, #2.2, $2.3,
#2.4 and &2

b

Credit this account with the following closing entries

at the end of the accounting period:

(a) The nongrant share of wages carned off campus
(contra account #6.3)

(b) The Federal share of wages earned off campus
(contra account #5)

8 Admenstrative Fxpenses Pawd ro Institution: This expense account is maintained to record payments made to the
mstitution mn heu of reimbursement for administrative expenses. Such payments may not exceed 4 percent of the

sum of the debit entnies to accounts #7.1 and #7.2.

Debit this account each pay penod with the amount
pad to the stitution, (contra account &)

Close this account at the end of the accounting
period by crediting the total of the amounts paid te
the institution during the reporting period. {contra
account #5)

@ Joh Pocenton Fxpenses Paid ro Institution: This expense account is maintained to record payments made to the
mstitution tor job location search expenses. This amount is not to exceed $15,000, or 10% of the institution’s
dilotment whichever is less, per grant period A separate report will be made by the institution each year to cover the -
nature ot the job iocation activities, as well as the amount spent.

&

Debit this account with the amount paid to the
instilution. {contrd account ¥

a8

i
|

16

Close this account at the end of the accounting
period by crediting the total of the amounts paid to
the institution daring the reporting peniod. (contra

account #5)

:
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© BEOG Accounts

b, Cash, BEOG Al recepts and dnbutsements of cash related to the Basic Educational Opportunity Grant program
are recorded i thiscaccount Typically ths account would show a zero batance after cach period's entrics are postad,

Toange the tramster of tunds trom DEADLS should be for yust the amount of grants to be paud immediately to the

sfudents
- . . . . . - - . - - [ - — —— (-
Pebit thas account for ) W . Credit this account for
& .
ta} Feanstery trom DEALERS account (vontra agvount Pay ments to students (contra account #H
#2) . ’
(b)) Revivenes trom reapients (eontra wcount #3)

Y. Pransper trom DEAFS-BEQG Funds. This credit balance account controls ‘the transfer of cash from the DFAFS

aceount “Cash Control, DFAFS” to the BEQG a¢count Cash, BEOG." Such transfers of cash should be made only

i the precise amount aecded to pay grants on a curtent basis, ¢

Debut this account tor . Credit this account for:
Closige entry at end of accoknting year (contra - Cash transferred from DFAFS account to imeet,
account &3) : current disbursemaent needs (contra account #1)

3 Srraent Grengs Paid-BE ¢, Ths debat balance account is maintained to record payments made 1o the students
for BE OG )

Debit this account tor Credit this account for:
Grant pay ments made to students (contra account {a) Recoveries from recipients {contra account #|)
1) - {b) Closing entry at end of accounting year {contra

account #2)

NOTE  The detit amount an this account should agree with the sum of the individual amounts shown on the
Student Mastercards ay BEOGs for the current year.

<

SEQG Accounts

so—

<

b Cash, SFOG Al receipts and dishursements of cash related to the Supplemental Educational Opportunity Grants
program are recorded an this account. Typically this account would show a zero balance after cach period’s entries
afe posted since the transfer of funds from DFAFS should be only for the amount of grants to he paid-to the
students immoeduately and for administrative expenses.

£xebit this account for Credit this account for:
Fransfers from DEAFS account (contra accounts {a) Paymentsto students (contra accounts #5 and #6)
#2083 and =0 (b) Payments to institution for administrative ex-

penses (contra account #7)-
2 Transfer pram DFEAES - Imitial Granis.
£ Transter from DEAFS - Continuing Grants

4. Transfer from DFEAFS - Admunistrative Expenses: These revenue accounts are maintained to control the transfer
of ¢ash from the DFA¥S account “Cash Control, DFAFS” to the SEQG account “'Cash, SEOG." Such transfers of
cash should he made only 1n the precise amount needed to pay awards and the administrative expense allowance on
4 current basis, - )

ki

Debat these accounts for. Credit these accounts for:
Closing entry at ¢nd of accounting year (contra Cash transferred from the DFAFS account to meet
dccounts #S, 26 and #7) current disbursement needs (contra account #1)
17
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S bt Granty Perd  This cxpense docount s maintagned to tacibitate the preparation of required SEOQG program
reprarts

bt thias account tor Credat this account for: . ’

Paymnesty 1o students tor mmtial prants teontra Closing entry at end of accouhtins year (contra

doaount #1) account #2)

NOTE the detit amount i this secount should apree with the sum‘d’t’ the individual amounts shown on the
Student Mastercards as SEFOG mitial grants tor the current vear,

.
A2

.
& Contunang Granes Pard This expense account s maintained lq\fﬂcilitute the preparation of required SEOG
PrOgratn repotts .

—e e B Cm e e e —— == f e e v e —— o —— —a

Debit this account for Credit this account for: ,
Payment to students for continung grants (contra Closing entry at end of accuunting year {(contra
Juvount #1 account #3)

NOTIE  the debat amount in this account should agree with the sum of the individual amounts shown on the
Student Mastercard a0 SUQG continuing grants for the current year. .

Y tdmmnrrative Fypenses Paid to Institutton This expense account is used to record the 4 percent administrative
cxpense allowance as it s pad to the institution,

—_——— . — —_ - e i ¢ e —— - e

F
Debit this account tor Crediat this account for: _
Pav ments to anstitution for admimistrative ex- Closing entry at end of accounting year (contra
penses {eontrd account &) | account #4)

NOIE  Atrer closing, Accounts &) #3, 24 #5 &6 and #7 should show zero balances.

NDSL Accounts
VoCash, NOSE Lhis bt halanee account which shows the total cash available:
O —
Detut thi account wath ali cash receved for. Credit this account with all cash disbursed for:
(a) Capital contributions of (a} Advances to students (contfz; dccount #a)
{1) Federal government  as  transferred  from {b) Repayments of capital to:
DEAFS canh (vontsa account #2) (1) ~Federal government (contra account #14)
() intitution (contrasaccaunt #1) i (2) institution (contra account #15) )
(h) Retunds of amountsy advanced to students (cun- (¢) Withdrawals for payment of litigation expenses
tra adcount =d4) (contra account #19.1) .
tv) Collections of prnincpal from barrowers (contra (d) Withdrawa}s for authorifed administrative ex-
Jecount 25 : penses (cofra account #19.2)
) Collections of interest from borrowers (contra (e) Withdrawals for™ payment of other collection
account o) ' expenses (contra account #19.3)
te) Collections of late charges assessed (contra ag- :
count1")
t1) Other income (contra aveoynt #17)
(g} Remmbursenients from I ceral governnwent  on K
cancellations (contra accon 1 #1K8) )
th) Repayments trom borrowers for litigahon ex-
pvn\"c\ (contra avcdunt 9.1

- 5 - ~
~ )
o ,
. 7
18 ,
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2 Mundy Recewvable. DEAFS Thu s a debit bulance a‘r‘:ount which shows the total of the funds due from DFAFS
tor the NDSL program.

e e R i e A
Debat this account fur / : . Credit this account for:
Amount ofs the award o specified 1 the NDSL {a} Cash transferred into the NDSL account from the
allocation fetter teontrz sccount #1121 DFAFS account (contra account #1) )
‘ ' T 2 (b) eobligation of NDSL funds (contra account
#12)
e

3. Funds Re cenvable, Institution. This debit balance account shows the total of the funds due from.the institution
tor the NDSL procram. 1t should be notéd that funds cannot be transferred fmm the DFAFS account without the

msmutmnal onc-mnth share being paid \lmultaneousli/.. . ;

Debat this a: mimt tor Credit this account for: . -
One-pinth (1/9) ot the prant al specitied in the (a) Cash paid by the institution to the NDSL
NDSL allocatbion letter. This is the institution’s account for the institution's share of NDSL
matching share, (contra gecount #13) ® advances (contra account #1)

(b) Deobligation of NDSL, funds.® The institution’s

1 /9 matching share {(contra account #13)

da. Funds Advanced to Students In School. This debit balance accoynt is 2 control account for advances to
borrowers duning thewr tenure in school, The total of the amounts shown as advances on the individual §tudent
Mastercards tor all inschool students should be reconciled to the balance in this account at the end of each month.

-

——— iy bt o gt s & - s an - e —————————

Detit this account for .. Credit this account f \
The amount advanced 1o borrowers (vontra (a) Any return of .dvances made (contr. account
acvount 1) #1)
fh) Total previous!. ......¢d to students who are
terminating th ¢r.; nent at the institutiop
{contra accoun
. * ‘, » . -
b, Funds Advaneed o Snadents - Que of School: This debit balance account is 4 control account fur the total
amovat advanced dunng their tenure in school to borrowers who have terminated their enrollment at the *  atics

(see note on p. 28) Thus represents the total amount of loan principal advanced since the beginning of the program.

Dehut this accaung tar o T Credits: None, except for correction of errors
the.total advanced to students who are terminating
thier enrollment at the institution {vontra account
23a)

NOTE  The balance in this account should be reconciled at the end of each month to sum of the total advanced
amounts on the individual student ledger cards for out of school borrowers.

-

S Loan Pancipal Collected. This 1s a credit balance account maintained to show the total amount of foan principal
collected since the beginming of the program,

e Cem . — T -

Detits None. except tor Correction of errors . Credit this account for:
|- The amounts of cash col'ections relats.” ¢ “rygn
principal {contra account =)
L .
‘ [
' A
. ‘38
g -

2



<

Q

ERIC

&1 foan Panapal Cancelied  Feachung Service- 1! Rate), Priorto 701(72

&Y [ on “r:m:[’u! Carrceited  Feaofung Serviee (837 Ratel, Priorter (72,

b3 Loen Principal Cancelled  Miitary Service (12 1/27 Rate), Prior ta 7(1/72- -

TV Poan Prancpa Cancelled Teachmg Service (15% Rared, 7/1172 and after.
2 foan brinapal Cancelled Feaching Seevice (2077 Rates, 7/E/72 and afier: ’ !
3 Loan Prnapal Cancelled  Feaching Service (307 Ratel, 771772 and after

3 foan Panaps! Cancelle d  Mditary Serveee (12 127 Rate), 7/ 112 and after:

x.

[oan Princapal Cancelled  Death '
* ] -

<

f o Principad Cancelledd  Phisabihity
THose separate accounts sre mamtaned to show the cumulative amounts of loan principal cancelled under the
prosistons of the Law ’ ’

i
PRty None, exoept tor correction of errors i © Credit the appropriate one of these accounts for the

amounts of loan principal cancelled under the pro-
visions of the law. (contra acounts #£20, #21, #22,
[ #23, 24,425

fow

W Loun Prmcapal $ause=ents Bankruprey. This i a credit balance account maintained to show the cumulative

total amount of losn prnapal lost because of bankruptey

Pebits None. exaept tor corredtion of errdrsu - Credit this account for the amount of loan principal
lost because of bankruptey. (contra account #26)

b foan el Adiustment Other "This s a credat balance account maintained.to show the cumulative total
amount ot loan panapa lost because of other reasons as specified by the Office of Education.

& — - - -— e e mm e

Derars None, exoept tor correction of errors

Credit. this account for the amount of loan principal
lost because of other approved reasons. (contra
account #27) Each credit éntry to this account
should be adequately labelled to identify the reason
for the adjustment.
12 dodoris Capanad Comtrrbutions Authonized: This s a credit balance account maintained to show the total Federal
capital contnthutions sitwe e begnning ot the program.

S

Pebit this aovount tof the amoant of deobhigation of ] (a) This account will show a credit balance for the
Poderal tunnds toontra dooount &2 cumulative total of Federal aapital contribution
authorized since the beginning of the program.

(b} Credit this account wita the amount of the grant
. as specified in the NPSL allocation letter.

(contra 2ccount #2)

13 fnstitunonal «ottal Contrtbutions. This credit balance account is maintained to show the total institutional
capita! entntuted to the fund, ’

.

Iebit the dgo.ceunt tor the imstitutton’s share of (a) This account will show a credit balance for the

Jeobhgation of NDSE funds (contra account #3) cumuiative total of institutional capital contribu-
tion since the beginning of the program.

(b) Credit this account with the institution's match-
ing share of the NDSL grant. This is 1/9 of the
amount shown in the allocation letter. (contra
account #3)

o
]

20
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Aruitoxt provided by Eic:

14, Repavments to Federal Government:

o

13, Repavments to Institution: These debit balance accounts are maintained to show the total distribution of fund -
capital in case ot partial dissolution of the NDSL fund. -

—— e e - e -———. e e e ——— -

bt th; Jppmpmt«. nne m these accounts for the Credits: Nune cxuept for correction of errars
amounts o' Capital contrtbutions repaid 1n partial
dissolution he fund. (contra account #1)

16, fnterest Farned on Leans. This is a credit balance account maintained to show the total interest which has been
collected or has been cancelled because of teaching servide. military service, death, d:sabnhty, bankruptcy. or other

cosH or losses (speaify ). c

- —— [k Y — o R - - - -

Bebats Num except for correction of errors T Credit this account with:
' {a) The amount of loan mterest golleuef*d (contra

adcount #1) .

{b) The amount of loan interest cancelled for teach-

" ang (contra accounts #20 and #22)

{c) The amount of loan interest cancelled for mili-
tary service {contra dccounts #21 and #23)

td) The amount of loan interest cancelled for death

" fcontra account ¥24)

{¢) The amount of loan interest cancelled for disabil-
ity {contra account §25) '

(f) The amount of loan interest cancelled for bank-
ruptey (cantra account #26)

tg) The amount. of loan interest cancelled for other
costs or losses (specify) (contra account #27)

17, ¢2ther Farmings This credit h:.ll;lnl'&";.l(\.'ﬂl_lnt is maintained to ~how the cumulative carnings of the Fund other
than mterest on student loans, such as late charges assessed and interest carned on Fund cash balances. (Note. that
under the DFAFS funding agreement it is anticipated that no substantial amounts of cash will be held in this Fuad
and theres je noanterest would be carned ) Since it will be necessary to report on each type of earnings separately, a
subsidiary ledger accaunt for each type of earnings is desirable.

Debits None exeept for correction of errors ’ Credit this account for

(a) Late charpoes assessed and L()“cdtd (contra ac-
covnt #! }

{b) Interest earned on Fund cash (contra account
#

. tv) Any other carnings of the Fund (contra account

. . #1)

\ ! . .

IXN Rembursement of Amounts Cancelled on Loans 7/1/72 and After: This credit balance account is maintained to

-show the cumulative amount received from the Federal government as a result of reimbursement on loans cancelled

tor teaching and mihtary service.

Debits \mm nupt tor correction of errors (l't.dlf this account w:th the amounts received from
the Federal .government for reimbursement of the
aggregate of institutional plus Federal funds cancelled
due to teaching and military service on loans made
7/1/72 and thereafter. (contra account #1)

19.1 Llitigation Expenses This 1s a debi” balance account masntained to show the net amount paid for litigation

ansing 1n connection with student loans, .
Dehlt this account with amounts paid for lmgatxon Credit this account with amounts collected from
expenses. (contra account #1) borrowers 1n repayment of litigation expenses. (contra
account #1) .
21 )
0 ~
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19.2 Admunistrative Expenses Faid to Institution: This is 8 debit balance account maintsined to show the

cumulative amount of authorized adininistrative expenses charged to the Fund in tieu of reimbursement to the
institution, . i

-

- ce— - - e . . e —

Debit this tccount with amounts charggd to the Fund Credit: Nonc, except for correction of errars
as authorized adminstrative expenses. (contra ac-
count #1)

19.3 Other Collection Expenses: This is a debit balance account maintained to show the net amount charged to the

- Fund for collection expenses other than costs of litigation, such as commission paid to collectiop agency as approved

by the Commussioner,

Dehit this account with amounts authorized to be Credit this account with amounts collected from
charged to the Fund as other collection expenses, botrowers in repayment of costs of collection other
(confra account #1 or #5) . than litigation expenses. (contra account #))

~

20. and "22. Cost of Loen Pnncipal and iInterest Cancelled -- Teaching Service: These are debit balance accounts
mamntained to show the cumulative total cost of cancellations for teaching service,

chnt thc appropmtc au..ount wnth thc tota! of ‘] Credit: None, except for couectxon of errors -
principal and interest cancelled for teaching service, ’
(contra accounts £6.1 and #6 Jor ¥7.1,#712, & 3,

and #£16)

1. and 23, Cost of Loan Principal and [Interest Cancelled - Military Service: These debit balance accounts are
maintained to show the cumulative total cost of cancellations for military service. .

Dehit this account with the toul of pnnupal and Credit: None, except for correction of crrors
interest cancelled for mihtary service. (contra ac-

counts #6.3, or #7 4 and #]6)

~—

24, Cost of Loun Principal and Inierest Cancelled - Death- This is a debit balance account maintained to show the
cumulative totyl cost of vancellations for death,

—— e — e . o s —— —— —— —— s i

[)cblt thn. auount with thc tota! of puncipal and Credit: None, except for correction of errors
interest cancelled for death. (contra accounts #8 and

#16)

25. Cost of Loan Principat and [nterest Cancelled — Disability: This is a debit balance account maintained to show
the total cost of cancelfauons for disability.

Debnt this JLL(!unt with the total of pnnczpal and Credit: None, except for correction of errors
interest cancelled for dnabihity. (contra accounts #9
and #16)

2o Oraer Fepenses or Losses - Bankruptey: This is a debit balance account maintained to show the total costs or
losscs for bo kruptey. R:fer to NDSI. program instructions before any charges are made to this account.

Debit tus azgzdn}—\;:t_h_a—ny loan principal and Credit: Noné,exccpt for correction of errors
interest wntten off because of bankruptey. {(contra

accounts #10 and #16)

X1, Griver Expenses or Losses - Other: This is a2 debit balance account maintained to show the total costs or
iusses-or., cr, Reauost advice from the Office of Education before any charges are made to this account.’

Cobit 15+ accoant with any loan prnnaipal ard Credit: None, except for correction of errors
M s tter off betaine of other costs or losses.
The reorer T e w2 aacald be specified for
eny Jden eencs e Le aclcent. (contra accounts .
<Moan - o) 0 -
-7
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Aruitoxt provided by Eic:

ILLUSTRATED JOURNAL ENTRIES

Following are a4 set of idlustrative journgl entnes showing the event that would case an entry to be made, the

appropriete joutnal inowhich Goomake the entey | the accountes) that would he nwed and anindication of the amount
of the debut and ciedit

A

b

Cvent:  Recaved cedimg quthonzation letter from Bederal government tor BEOG progrum.

s .

Journal: DEAFS

Entry: - Accounts Recewvable, DEAFS
Uanevpended Program Authonzation, DEAEFS

. -
Amount: Amount shown on the authonzation letter

Neote 1: 1his amount should be posted efse to a subsidiary ledger account for the specific auhorization
number

. Note 2: No entry s inade 1n the BRFOG set of accounts at this time since the basic control over the amount
v astablishied i the DEAERS accounts, ' ; )

Event:  Kceoowved notthication trom Federal govegunent of award for SEQG program.
Journal: DIFALS

Entry:  Accounts Recewvable, DEARS
Unexpended Program Authonzation, DEAFS

Amount: Amount shown on the award fetter .
Note 1: This amount should be posted wlse to a subsidiary tedger account for the speafic award number.

Note 2: No entry is maden the SFOG set of accounts at this fime sinee the basic control over the award 18
estabhshed in the DEARS accounts.

Event: Rocenad notithicanon from Pederal government of award tor CWS program.
Jourpal: DEAEFS

Entry:  Accounts Recenable, DFAES
U nexpended Program-Authonzation, DEAEFS

Amount: \mount shown on the award letter
Note 3: s amount should be posted gleo to a subsidiary ledger account far the specific award number.

Note 2: No entry v made in the CWS set of accounds at this time since the basic control over the award is
established tn the DEAES accounts.,

Event: Rceienced notitication from Federal government of award tor 5NDSL program.
Journal: Db AFS and NDSI

Entry 1n DE ALS gccounts:
Accaunts Recewvable, DEAFS
Unexpended Prograng Authonsation, DEAFS
t This amount sh(rvsﬂ'a!su be posted to a subsidiary ledger account for speaitic award number)

Amount: Amount shown onallocation Jetter (mor approved level of lending)
. ", . \
Entry in NDSL accounts
Funds Receivable, DFAES
Federal Capital Contribution Authorized

)
AV



H

Amount: Amount shown on allocation letter

Funds Recesvable, Institution
Institutional Capital Contributions

Amouni: 'Y o! Federal grant

Note  Under the NDSL Yrogram the authonzed amount s also entered in the NDSL accounts along with
the mstitution’s matching amount.

Event:  Cushs received from DFAFS as a result of a cash request or letter or credit requisition.
Journal: DFEAFS

Entry:
Cash Control. DFAFS
Accounts Receivable, DFAEFS

Amount: Amount of cash received 4

Event: Information is available as to the BEOGs to be paid to students, and funds are transferred from the

DFAFS accounts to the BEQG fund.
Journal: DFAFS and BFOG
Entry in DFAFS accounts
Unexpended Program Authonzation, DFAFS
Cash Control, DFAFS

Amount: Amount of cash transferred.

NOTE: This amount should also be posted to tne subsidiary ledger account for the specific BEOG au-
thonzation.

Entry 1 BLOG accounts- -
Cash, BEOG -

Transfer from DFAFS-BEQG Funds
Ameount: Amount of cash transferred.
Event. BEFOGs are padd to students.
Joumsl: BFOG
Entry:

Student Grants Paid-BEOG

Cash. BEOG

Amount: Amount of grants paid.
Event: Refund or recovery from student recipient.
Journal: BY QG

Entry: Cash, BFOG
Student Grants Paid-BEOG .

Amount: Amount of refund recerved.

1

)
[
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Event: lhe end of the hiscal year.
Activity: A fina! tnal balance of the Student Mastercards-BEQG section should be taken and the total
agreed with Account #3. Then the temporary accounts in the BEOG ledger would be closed.

Entry: Transter trom DFAFS-BFOG Funds
Student Grants Paid-BEOG

Amount: The balance 1n cach account. No difference should exist between the debit and credit amounts. If
excessive tunds have been transferred in, they should be returned to the DFAF{S accounts and the
entries would be thd opposite of those needed to transfer funds into the BEOG accounts.

Event: Pavroll information s available from the CWS ptog}am and funds are transferred from the DFAFS
account tor the Federal share plus the 4% administrative allowance.

Journal: DEAFS and WS

Entry 1n DFAFS accounts
Unexpended Program Authonzation, DFAFS
Cash Control, DFAFS

Amount: Amount of cash transferred. including the administrative allowance. -

Note: This amount should alse be posted to the subsidiary ledger for the specific award number.

Entry 1n CWS accounts
Cash, (WS
franster from DFAFS-CWS Funds

Amount: Amount of transfer.

Event: ['he mnstitutional share of the payroll is transferred from the institution's general fund to the CWS fund.
Journal: (WS

Entry:
Carh, CWS
Institution’s Cash Contnbution
Fmployer's Payroll Taxes Payable

Amount: [nstitution’s share of payroll plus employer’s share of Social Security.

Note: A\ noted s the ledger account illustration the employer's sharé’ of Social Securi - cannot be paid
trom Federal College Work-Study funds. Some institutions handle this directly from their general
tund and account #4 15 not used in the CWS set of accounis. The illustration is designed to show the
appropriate entries 1f the employer's share of Social Security is in fact transferred into the CWS
tund

-

Event: Cash s received from gffwampus agencies for their share of payroll plus the employer’s share of
Socvial Secunty.

Journal: (WS
Entry:
Cash, CWS
Oft-campus Agency's Contnibution

I mployer's Payroll Taxes Payable

Amount: Amount of cash received



M. Event: Payroll is pad to students including certain students receiving noncash wages.

. Journal: CWS : .
Entry: .

Student Wages - On Campus
Student Wages - Off Campus
Cash, CWS
Institution’s Noncash Contribution
Federa! Income Tax Withheld
Social Security Tax Withheld
State Income Tax Withheld C
Other Withholding
Amount: Gross wages are entered in the appropriate student wages accounts. Net cash paid is credited to
Cash, CWS. The Institution's Noncash Contribution is entered in that account and the amounts
withheld from student wages are entered in the appropriate accounts.

N. Event: The institution is paid the allowed 4% for administrative expense.
Journsi: CWS

Entry: g
Administrative Expenses Paid to Institution
Cash, CWS .

Amount: 4% of gross earnings. on campus and off campus.

O. Event: Payment is made to the appropriate government agencies for Social Security taxes and Income Tax
withheld.

Journal: CWS . : .

Entry:
Employer’s Payroll Taxes Payable (see note at event K)
Federal Income Tax Withheld
Social Secunty Tax Withheld
State Income Tax Withheld
Other Withholdings
Cash, CWS

Amount: Amounts withheld for various purposes.

Note: This would typically require several entries as checks are written for appropriate deposits and to
different agencies..

P Event: The end of the fiscal year.

Activity: A final tnel balance of the Student Mastercards CWS section should be taken and the total agreed
to accounts #7.1 and #7.2. Then the temporary accounts in the CWS ledger would be closed.

Entry:

Transfer from DFAFS-CWS Funds

Institution’s Cash Contribution

Institution’s Noncash Contribution

Off campus Agency's Contribution

Student Wages - On Campus ¢
Student Wages - Off Campus

Administrative Expense Paid to Institution .
Jo

26




Amount: Balances w cach account wath possible exception of off<ampus agent’s contribution. There might
be g balance in the “Off-campus Agency's Contribution® account, if for some reason the agency had
deposited more “tunds” then were needed to match its payroil. Reimbursement to the agency
would clear the balance from the account. If excessive funds have been transferred from DFAFS

“ tunds, they shouid be returned and entries would be the opposite of those needed to transfer funds
rato the CWS acvounts,

Q Event: Information » available as to the SECG grants to be made and funds are transferred from the DFAFS
aveount to the SFOO tund.,

Journal: BIEAESund SEFOG

Entry 1n DEAFS avcounts
{'nexypended Program Authonzation, DFAFS
Cash Control, DEFAEFS

Amount: Amount of cash transferred, including 4% administrative allowance.
Note:  [Fhis s:nount should elso be posted to the subsidiary ledger account for the specific award number.
Entry 1o SO sovcunts .
Cash, SEOG C. -
Franster from DFAFS-Initial Grants :

Tranafer trom DFAFS-Continuing Grants
Transter trom DFAFS-Administrative Expenses

Amount: Appropndte amounts for each account.
R. Event: SEOG grants are paid to students
Journal: SFOG

Entry:
Inttral Girants Pad
Continung Grants Pad
Cash, SEOG

Amount: Amount of grants pawd.
S Event:  Admunestiarace atlowance s pard to institution.
Journal: SEOG

Entry:
Adnmunmistrative Expenses Pad to institution
Cash, SFOG

Amount: 4 ° ot total grants pad

1 Event: The end of the fiscal year,

Activity: A tnal trial balance of the student Mastercards-SEQG section should be taken and the total agreed
with accounts #5 and #6. Then the temporary accounts in the SEOG ledger would he closed.

Entry: .
Transfer from DFAFS-Inmtial Grants .
[ranster from DFAFS-Continuing Grants
Transfer from DFAFS-Admiantrative Fxpenses

Inttial Grants Paid )

Continuing Grants Paid
. CAdmanistrative Fxpenses 'ed to Instiution

27 ~
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Amount: The balances in each account. No differences between the debit and credit accounts should exist. If
’ excesspve tunds have been transferred in, they should be returned to the DFAFS accounts and the
entries would beShe opposite of those needed to transfer funds into the SEQG accounts.

v Event: Intormation is available regarding the loans to be made, the cash remaining in the NDSL Fund from ) .
collections and the amount to be drawn from the DFAFS account for the program. Funds are
tramsferred trom DFAFS sccount to the NDSL Fund,

Journal: DEAFSund NDSL ‘

Entry th DFAES accounts
Une pended Program Authongatuion, DE LFS
Cash Control, DFAPS i

Amount: Amount of cash transferred including 4% administrative allowance ‘

Note: | b amount should also be posted to the subsidiary ledger account tor the specific award number.
Entry 1n MDSL Accounts .

Cash, NDSL
Punds Recevable DEAFS N

Amount: Amount ol transter
\S Event:  [Institution’s share of NDSLE advances to students is received.
Journal: NDSL

Entry:
Cash, NDSL

Funds Recenable, Institution
Amount: | 9 ot Federal contnbution for advences to students. AN .

?\f
W Event:  Advances aro made to studenis trom NDSL tunds.

Journal: \DSL

Entry:
Funds Advanced to Students-In School .
Cash. NDSI .

Amount: Amount ot advances.

X Event:  Students terminate thewr enrollment at the mstitution. j
Journal: -\ DSI ¢

Entry: - -
Funds Advanced to Students - Out of School i
Funds Advanced to Students - In School

. Amount: [he armount of total advances to students whose enrollment 1s terminated.

Note:
The control aceount for Funds Advanced to Students should be broken down into at least two
components, 1o, In School and Qut of School, since this will 2id 1n maintaining control over the accounts. This way
the m-schael Student Mastercard (see Exhibit V) can be used as the subsihary ledger for the in-school students in
all the programs. and the change at the time the student terminates his student status is formally recognized in the .
Jodotnts

) .
ete)




With this method, 1f an outside bilhing agency is being used, the *Funds Advanced to Students-Out of
School™ gccount becomes the control account for the accounts turned over to the outside billing agency. If some of
the acvounts are nof turned over to the bithing agency when the student leaves school, a further subdivision of the
control account nyght be appropriate.

When the school s handhng 1ts own collections, it is still appropriate to separate both the control
sccount and the subsidiary accounts between those tn school and those out of school. Breaking down the student
ledger 1n this wav and establishing appropnate control accounts over each section should make it easier totake the
manthly tnal balance on the ledgers and to isolate errors that might have been made in the accounts.

A Event: Principal and interest are collected trom students whose payments have become due.
Journai: NDsL
E€r . g

Cash, NDSL
Loan Pancipal Collected
Interest barned on Loans

Amount: Amounts collected

b4 Event: Punupal and nterest are cancelled for teaching service on the basis of proper documentation
receved . some at 17 and some at 157

Journal: \NDsL

Entry:
Cost of Loan Principal and Interest Cancelled - Teaching Service
L oan Puncipal Cancelled - Teaching Service (15% rate)
Loan Principal Cancelled - Teaching Service (10% rate)
Interest Farned on Loans

. Amount: Total amount cancelled }
: Note 1: A umilar entry would be made for other cancellatior-..

Note 2: At the time of the cancellation entry here. the institution should also make an entry in its General
Fund, recording a receivable and a general revenue from tne Federal government for the
institutional portion (10¢%) of the full amount of principal and interest cancelled on loans made
prior to 7/1/72. This amount wiii be received by the institution in due course. For loans made
T-1 72 and after, see NDSL account #18 for appropriate accounting.

AN Event:  Noufication and proper documentation s received regarding death of a borrower.

.

Journal: \NDSI .

Entry:
Cost of Loan Principal and Interest Cancelled - Death
Loan Prinapal Cancelled - Peath
Interest Farned on Loans

Amount: Bualanve due from deceased borrower plus interest up to date of death

BB  Event: Nouhdation and proper documentation s received regarding total and permanent disability of a
harrower.

Journal: NDSL

Entry:
Cost of Loan Principal and Interest Cancelled  Disability
Loan Prinaipal Cancelled - Disabihty

Interest Earned on Loans
. Amount: Balance due from disabled borrower plus interest up to date of disahility




bD.

EE.

FF.

HH.

Event: Notification and proper documentation is received regarding borrower who has been adjudged
bankrupt.

-

Journsi: NDSL

Entry: )
Other Expenses or Losses - Bankfuptey -
Loan Pnnuipal Adjustments - Bankruptcy ’
Interest Farned on"Loans

Amount: Amount of canceliation based on legal situation

Event: Authorization is reccived from the Offic: of Education to write off an accqunt for other justifiable
feasons.

N
Journal: NDSL ~ W
Entry: .
Other Expenses and Losses - Other
Loan Principal Adjustments - Other
Interest Earned on Loans
Amount: Amount authorized by Office of Education .
% .
Event: After negotiation with the Office of Education, a portion of the NDSL Fund capital is returned to
OE.
Journal: NDSL
Entry:
Repayments to Federal Government \
Cash, NDSL

Amount: Agreed amount of repayment

Event: The institution's share of the reduction in NDSL Fund capital is returnéd to the institution.

Journal: NDSL
Entry:
Repayments to Institution ‘
Cash, NDSL . *
Amount: 1/9 of amount returned to OE ®
Event:  Recewved notification trom Business Office of earnings on the NDSL Fund, such as late charges.
Journal: NDSL
Entry:
Cash, NDSL
Other Earnings
Amount: Amount earned

Evu;t: The institution is paid the allowed 4% of total advances to students for administrative expenses.

Journal: NDSL :

Co
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\ Entry: . .
' Adngmistrative Expenses Paid to Institution

{ash, NJISL
. ' < .
Amount: 37 of total advances to students during the fiscal year July 1 - June 30 .
il. ‘Event: Remmbumement trom Federal government on loans cancelled.
Journal: NDSL :
Entry:.
Cash, NDSL
Remmbursement of Amounts Cancelled on Loans 7/1/72 and After
Amount: Amount indicated 1n cover letter from Federal government
JJ. Event: [Litigation expenses paid on 'nut;-tanding loans.
Journal: NDSL
Entry:
Litigation Fxpenses
Cash, NDSL
Amount: Amount pad
KK. Event: Collection from borrowers in repayment of litigation expenses incurred by institution.
Journal: NDSL
En."‘.: . P
. y Cash. NDSL
Litigation Expenses

Amount: Amount received from borrower

LL Event: Payment of other collection expenses associated with 6utstanding loans, such as comm'msions\,to
collection agency. - . !

~

-

Journal: NDSL

Entry:
Other Collection Expenses
Cash, NDSL

(Note that in a case where the collection agency withholds its commission, the debit to *“Other Collection
Fxpenses™ would be incorporated with the entry to record collection of the loan, e.g.:

Cash . NDSL

Other Colleetion Expenses . £
Loan Principal Collected
Interest Earned on Loans)

Amount: The amount actually paid to (or withheld by) the collection arency,

s

MM. Event: Collection from borrowers of other collection expenses in repayment of amount initially paid by the
+irstitution,

Journsl: NDSL *
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_Entry:

Entry:
Cash, NDSL
Other Collection Expenses -
Amount: Actusl amount collected from borrower
Evant:  Students return or refund loan advances because they are not needed. -
Journal: NDSL
Entry:
Cash, NDSL
Funds Advanced to Students-In School
Amount: Amount sctually returned or refunded by student .
Event: Deobligation of BEOG unexpended authornization.
Journal: DFAFS
Entry:
Unexpended Program Authorization, DFAFS
Accuun#s Recewvable, DFAFS '

Amount: The attual amount shown on natification from Federal government

Note 1: Thi amount should also be posted to the subsidiary ledger account for the specific authorization
number.

Note 2: N¢ entry 1s needed in the BEQG set of accounts as deobligation for this program is recorded in the
¢ accounts used to control the unexpended authorization—the DFAFS accounts.

Event: Deobligation of SEOG unexpended program authorization.

Journal: DIFAFS

: ¢

I

L'm:u#cnded Program Authornization, DFAFS “
Actounts Receivable, DFAFS

Amount: The actual amount shown on notification from Federal government
* Note 3: lhis amount should also be posted to the subsidiary ledger account for the specific award number.

Note 2: No entry 1s needed in the SEOG set of accounts as deobligation for this program is recorded in the
same accounts used to control the unexpended award—the DFAFS accounts.

Event: Deoblhigation of CWS unexpended program authorization,

Journal: DFAFS

-

Entry: .
Unexpended Program Authorization, DFAFS
Accounts Receivable, DFAFS

Amount: The actual amount shown on notification from Federal government

Note 1: This amount should als be posted to the subsidiary ledger account for the specific award number.

Note 2: No entry is needed in the CWS set of accounts as deobligation for this program is recorded in the
same accounts used to control ghc unexpended award—the DFAFS accounts.
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* RR. Event: D'eoblmtion of NDSL unexpended program authorization.

Journal: DFAFS and NDSL

Entry tn DFAF'S sciats: . )
Unexpended Pro Authornzation, DFAFS
) Accounts Rc;ew(&c DFAFS
(Thus amount should al:o be pusted to the subsidiary ledger account for the specific uward number)

Amount: The actual amount shown on notification from Federal government
Entries in NDSL accounts: . e

l. Federal Capital Contnbution Authonzed

< /{l *, Funds Recetvadle, DFAFS

Amount: Amount shown on notification

2. Institutional Capital Contributions .
Funds Recgivable, Institution .
t ¢

Amount: 1/9 of the amount in the notification from Federal government
. .
S$. Event: Transfer of up to 0% of CWS program authorization to SEQG program. .

Journal: DFAFS

Esﬁry: 5 *

Unexpended Program FAuthorization, DFAFS

- Unexpended Program Authorization, DFAFS

Amount: Actual amoant transferred’ : /

Note 1. Thus is a memorandum catry in the control account. However, in the subsidiary accounts this
amount would be debited to the specific CWS award account, and credited to the specific SFOG
award account.

Note 2: A simuar entry would be made for transfer from SFOG to CWS.

Note 3: Thus entry will facilitate reporting of transfers.

THE STUDENT MASTERCARD

There are a numoer of ways in which the institution can meet the detail records requirements of (hese
programs. One way is a Student Masfercard {Exhibit V) for in-school students, where the institution records basic
information relating to all the programs in which the student participates. This type of card, modified to take into
account any special problems at a particular institution, can be maintained in lieu of separatc cards for each of the
programs. So long as the individual sections on the cards are periodically proved to the appropriate control accounts
in the CWS, BEOG, SEQG, and NDSL ledgers, this card will satisfy the basic d=tail records requirements for the
programs. 5'( .

The major advantages of this type of record are: 1)eclimination of duplication of information about the
student, 2) availability on one card of the total information about each student's financial aid history; 3) the added
assistance 1t provides in fulfilling the reporting requirements, particularly the Fiscal Operations Report (OE-1152)
Parts | and IV, and 4) the proof of matching it provides under the\SEOG Program,

Ty
These cards can be color<coded with tabs, i.e., red for BEOG, yellow for CWS, green for SEOG, blue for NDSL *
to facilitate sorting, counting, or adding to complete specific parts of the various reports.



.

.

In order to record all o the itormation required in reporting to the Office of Education, the institution may

- wish to complete a Mastercard for cach student who files an application for aid, even though no aid is granted. A

separate fiie of'those not granted ad, set up in order of urgency of need, would help expedite granting of any
sdditional tunds that anght become avatlable and would be of assistance in required reporting,

For amstitutions that have installed electronie data processing equipment for recordkeeping purposes, the
information tecorded on the Student Mastercard can instead be stored in the computer. The essential consideration

i that the tnformaiton be available 1n some tormat that is easily retnevable for reporting and audit purposes; it is not
essenbigl to use the Hustrated Mastercard

L4
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(BACK OF STUDENT MASTERCARD)

| NAME OF sTUDENT = 0 7T o SOCIAL SECURITY NUMBER
| 1. 10 -19 CWS AMOUNT OF AWARD § PROJECT IDENTIFICATION PER HOUR
PAY PERIOD ] PAY PERIOD d .
FROM TO TOTAL CASH NONCASH FROM TC TOTAL °* CASH NONCASH
. PUIRL P ooden L NONC _4 )
! ‘ »
2. 1+ -1 CWS AMOUNT (F AWARD § . PROJECT IDENTIFICATION —~ — """ 3™ " pgR HOUR
PAY PERICD 1 PAY PERIOD
FROM - ; TG TOTAL CAGH NONCASH FROM T0 TOTAL CASH NONZASH
? 4 [P S o —— o —
}
i z
: j
E
. A Y SR | S e
3. 13 -1¢ OWS AMOUNT °F AWARD § PROJECT IDENTIFICATION o ¢ __PER "UR L
PAY PERI(D ] ] PAY PERIOD
FROM f T | TOTAL i CASH NONCASH FROM | e TOTAL CASH NONCASH
. (. L. [ A — - . e
L }
® | l
o |
) !
] i
‘; | S S W D B
4. 14 10 WS AMOUNT CF AWARD §  PROJECT IDENTIFICATION %  PER HOWR
PAY PERIOD i T PAY PERIOD
FROM ; TO TOTAL CASH NONCASH FROM T0 TOTAL CASH NONCASH
L AP NURkAsR ) Rt L -
!
;
| i | |
DATE STUDENT NO LONGER IN AVTENDANCE DATE STUDENT IN ATTENDANCE BUT NO LONGER ELIGIBLE
FOR FINANCIAL AID. INELIGIBLE FCR:
1. GRADUATED
2.  TRANSFERRED BEOG - REASON:
3.  ACADRMIC PROBLEMS CWS - REASON:
<. FINANCIAL PROBLEMS NDSI - REASON:
S.  (THER - STATE REASON: 3EOG - REASON:
BE(G REFUND: DATE AMOUNT
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. Fxplanation of Codes

A.  Source of Recruitment
I Upward Bound
Y Fducational Talent
Search

1 Disadvantaged student
from high school

3 Other

B High School Test Scores:
Insert actual number

¢ thgh School Rank:
t Top quatter
2. 2nd quarter
3. 3rd quarter
4 Bottom quarter

Out-of-School Students Reg::.

CODING

FOR STUDENT MASTERCARD

c

H.

Race or Ethnic Group:

1. Black

2. American Indian or Alaskan Native
3. Asian or Pacific Islander

4. Hispanic

S. White

Family Income:

Insert actual amount

Need:
Insert amount determined

BEOG Eligibility Index:
Insert actual number

SEOG Grant Type:
1. Enitial year
2. Continuing Year

If the accounting records are to perform the function of assisting in the management of the NDSL program as

well as fulfilling the reporting requirements, some modification of the typical receivables ledger will be necessary.
Since the program itself permits a grace period and permits deferral of loans for a number of reasons, it would
appear that a single alphabetical ledger is not sufficient to provide the control mechanism neew .d. A cross reference
file similar to the “loan status card™ presented as Exhibit VI is recommended. The other basic file would be a

financial data file. The loan status file should be set up strictly alphabetically with appropriate data to show the
status of each loan at all times. The financial file would be broken down in sections based on the status of the loan.

The baste sections in the financial file would be as follows:

1. A current payment file subdivided by month in which the payment becomes due,

2. A grace period file suhdivided by month in which the grace period ends.

3. A deferred status file subdiv}ded by the type of deferment such as teacher, military service, VISTA, etc.,
and further subdivided within these sections by the month that the deferred status ends.
b}

4. A delinquent file subdivided by the number of*months that the account is delinquent.

S. A paid file on an alphabetical basis.

37
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Exhibit VI

LOAN STATUS CARD
[
Account No. -
Name
Address
Social Security No
Current Status of Account
Cate ' Status
Back of Card
Left School—__— Work Completed Elsewhere Period of Grace Ends
School Attendance Proof
Fisewhere From To Established
Proof
From To Established
Proof
From To Established
Military Service, Proof
Peace Corps., Vista From To Established
Proof
From To Established
Proof
From To Established

Fnatered Teaching

Proof Fstablished for Years A

Paywents Due:
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The delinquent fde can be further subdivided into those accounts which have been turned vver fo & collection
agency and those actounts on which legal action s being undertaken by the institution.

The reasomng behind recommending that the hn;)ncml file be subdivided in this manner is that it provides the
basts tor action on the tile as well as providing some assistance n fulfitling the reporting requirements of the Federal
governiment. For example, the billing to the borrower should be made directly from the file at the appropriate
penod of time prior to the due date ot the payment. The appropriate letters necessary to indicate termination of the
prave penod and termmation of deferred status could agdin be tniggered by the reference to the appropriate month
in the grave pertod deterred status e The arrears and delinquency file, of course, would require intensive follow-up
on each avcount n the hile At the end of each month, the curreat month portion of each file should be cleared out.
For example, it an account 1s lgft in the current payment file for the current month, it has in fact become in arfears
at the end of the month and would be transferred from the current file to the arrears and delinquent file with
appropriate dotion bemng taken. The grace penod and deferred status files would be cleared out with the cards being
placed 1n the appropnate monath section ot the current payment file.

- It as somettmes argued by posting clerks that a straight alphabetical file is much easier to work with. In fact,
this 1s not necessarily true at all, assurming that the majonty of payments coming in to the.organization would be
those on current payment status Uhen the group of cards that the posting clerk would need to work with would be
quite hinited so that rather than tingening through a massive alphabetical file to find the account to be posted, the
only accounts that would be needed would be the curtent month portion of the current pay ment file. Of course, any
pay ments receved on aceounts not in the current payment file would represent payment on delinquent accounts or
an advanced payment. To post this amount would require a reference to the alphabetical status file to determine
where this decount woeuld be located. ‘However, since there is a need to break down receipts between those for
current payments and those for advanced or delinquent payments, this separation is still advantageous singe. failure
ta find the card 1n the current payment file would trigger the appropriate separation of the amounts posted as
hetween current pay ments, advanced payments, or delinguent payments.

Using the Student Mastercard for the Fiscal Operations Report (OE 1152), Part 1.

After the student cards have been posted and proved to the ledger control accounts they, along with the ledger
control gvcounts, hecome the bass tor completing the required reports to the Office of Fducation. The procedure
tor the completion of cach hine of the reports, nsing these cards and the ledger accounts, is described below. These
references are to the 1975-76 report forms, See Fxhibit VII pp. 4047, Appropriate modifications will need to be
muade tor changes in the report requirements,

. .

Frest, the Mastercaids tor students presently recewving financial aid should be sorted, and all NDSL recipients’
cards stacked out separately. Then, the NDSL cards are sorted again according to the race or ethnic group code on
the card. A count of cards m vach stack provides the data for the “recipients’™ block under NDSL, Section A.
Summing the current dotlar amouats on the cards will grve the data for the “amount™ block in Section A. The NDSL
cards should then be fesorted by sex, and the count of cards will give the data for Section B. Again, re-sorting the
cards on the basts of tamily incame, counting the cards in each stack and summing the appropriate dollar amounts
will provide the data tor Section . A final re-sort of the NDSL cards into independent undergraduate and graduate
will provide the data tor columns th) and G} of the NDSL information in Section C.

The Muastercards for students partwipating 1 the NDSL program should be replaced with the other
Mastercards, and then the Mastercards for students participating in the SEOG program should be sorted and stacked
out separately. Sorting and re-sorting as above will provide the data needed for sections A, B, and C. The same will
be done waith CWS program recipients,

Now, all that remams for Part | s the unduplicated recipient counts and total dollar amounts spent. For
Section A, 2/l ot the Mastercards for students partiapating in any one or any combination of the three programs are

worted by race or ethmie group. The number ot unduphuated reciprents (column a) will then be recorded. This total

will probably be fess than the sum of columns ¢ + ¢ + g as this is an unduplicated count, In no case can this total be
creafer than the sum of columns ¢ + ¢ + g, The dollar amounts currently spent on all three programs are summed for
each stack of cards, and recorded 1n column b, The amount in column b for every line must equal the sum of
columns d + f + h, ’

Al of the Mastercards are now fessorted by sex for the information needed for Section B. They are then all
re-sorted again by famly income to obtain data needed for Section C. Note carefully the instructions provided with
Part | as to means of verifying your numbers by reference to numbers in other parts of your Fiscal Operations
Report.

@



Exhibit VI

DEPARTMENT OF HEALTN, EDUCATION, AR wOahsls
QFFICE OF RDUCATION
WARHINGTON, D.C.

N2

fictou a.

FORE COMPLET-
NG THIS FORM

READ Hi

FORMM APPROVED
OME NO. E+-ROE

INSTITUTIONAL FISCAL-OPERATIONS REPORT FOR THE NATIONAL
DIRECY STUDENTY LOAN, SUPPLEMENTAL EDUCATIONAL COPPORTUNITY
GRANTS, AND COLLEGE WORK-STUDY PROGRAMS FOR FISCAL YEAR 1976
1975 . June 30, 1976)

{Juty ¥,

PART | . GENERAL SECTION

COMPLETE THIS PARY ONLY
APTER ALL OTNER RELEVANT
PARTS OF TiNS REPORT MaveE
BEEN COMPLEYED.

1. SERIAL NUMBFR (psrau

).

4. ENTITY NUMBER (N}

Fusitier manies oe othe benefits may, byt not necessarily, be withheld under theae programs unless thia repart is complated and filed
&0 ceqQuired by axisting lews 20 U.S.C. 424, 1087cc - National Direct Studeat Loan Frogram; 20 U.S.C. 1070b: 20 U.S.C. 1232¢ -
Supplemental Educetionsl Opportunity Geants Program; and 42 11.5.C. 2754; 20 °

2. NAME AND ADDRESS OF INSTITUTION (inchide city. State and ZIP coder

C.1232¢ - College Work-Study Program.
. \_OUPLETE THIS REPORT AND RETURN BY AYGUST

3, 174 ALL COPIES BUT YOUR OWN YO:

U.S Qffice af Education

Buresu of Pastaccondecy Education
Divisien of Stdent Financie! Aid

Peegeam Suppect Branch
Washingten, 0.C. 20202

SECTION A - NUMBER OF NDSL, SEQG, AND CWS AID RECIPIENTS AND AMQUNTS SPSNT N THESE PROGRAMS
DURING FISCAL YEAR 976 BY RACIAL/ETHNIC DISTRIBUTION

RACE OR UNDUPLICATED TOTAL NDSL SEQG Cws§
ETHNIC 3?’
CROUuP & RECIMENTS AMOUNT RECIMIENTS AMOUNT RECIMIENTS. AMQUNT RECIPIENTS ANOUNT
] » 3 'y f . ]

. WLACK (not of 1400

Nispanic acligiv

AMERICAN
2, INDIAN OR

ALASKAN ta00

unuvt '

ASIAN OR .
A PACIFIC

IBLANDEN 1ads0
& wisPANIL 14045
8. WHITE tnot of

Niepanic arigion) 14080
¢, TOTAL (e of

fimae ! tvough 1AMM0

SECTION 8 - DISTRIBUTION OF AlD RECIPIENTS B8Y SEX DURING FISCAL YEAR 1976
— e e Sy oy - e e g e
UNDUPLICATED NUMBER WS RECIPIENTS
SEX ;f: OF AID RECIPIENTS NDSL RECIPIENTS SEQG RECIPIENTS C [
L) [ ¢ d

1. MEN 18310
L wOMEM 18028
L TOTAL {eca of

finoe | end 2} 1RO
OF FORM 1152.1, o/ 70 REPLACKS OF FORM 1182.1, 8/78,

WHICH IS OBSOLETE CQPY 1 — OE FILE COPY
40
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PART | . GENERAL SECTION PLEAIE READ INSTRUCIIONS BEFORE FGRY AFPRQ.C D
{continued ) COMPLETING TNIS FORN. OMS NO. ELRISST

NAME OF INSTITUTION ADDRESS mclude city, Stata, mnd 2P cods) SERIAL NUMBL R (DSFA)
L 3

. ENTITY NUMBER (EN)
t- .

M -

SECTION C - NUMBERS OF AlD KTCIPIEI' TS AKD AMOUNTS SPENT BY INCOME CATEGORY FOR UNDERGRADUATE DEPENDENT
STUDENTS OR BY UNDERGRADUATE INDEPENDENT OR GRADUATE STATUS DURING FISCAL YEAR 197¢

UNDERGRADUATE DEPENDENT " UNDER-
GRADUATE CRADUATE
ADF YOTAL ® To $2.000 TO { $6,000° 0 | $7.%00 TQ | $8.00Q TO oveER INDEPEN-
”“, 2,999 8,000 7.4 [ R $11,063 $12,000 CENT .
- ) ¢ d . ¢ . ) i
NDSL ]
1. RECIMENTS 1co20
. 2. AMOUNT LENT <020
. 4
SEQG INITIAL YEAR
2. RECIPIENTS rcore -
& AMOUNT SPENT |ICU40
SEOC CONTINUING -
0. RECIPIENTS rcose
#. AMOUNT SPENT [2C080
Cwsp
7. RECIMIENTS 1coro
8. AMOUNT SPENT |ICaso
|
TOTAL
®. UNDUPLICATED
NUMBRER OF 1CoP0
RECIPIENTS
10. AMOUNT SRENT  J1C200

SECTION D . CERTIFICATION

WE CERTIFY that the informetion contained in thia rapart is true end eccurdte to the bes? of our knowladge. Wae understond that

these figures sre subjact to sudit by raprasentatives of the U.5. Cemmissionar of Educetion.

SIGNATURE OF DIRECTOR OF STUDENT FINANCIAL AID SIGNATURE OF CMIEF FISCAL OFFICER
TYPED NAME OF DIRECTOR o DATE SIGNED TYPED NAME OF CHIEF FISCAL OFFICER DATE SICNED
AREA CODE |TELEPMONE NUMBER EXTENSION AREA CODE |TELEPHONE NUMBER TEXTENSION

WARNING: Any pocsea whe knewingly makes ¢ folse statement ar misraproaentation on this ferm may ba subject te o {lne of up te
$10,000 ac te lmpeiseament of vp to 5 yeacs or 1o both under pravisiens of the United Stotan Ceimine! Code. Such pravisions may
inclivde, amang sthars, 18 1,5.C. 1001,

OE FORM 1152-1, &/7¢ REPLACES OF FORM 1181, 876,
WHICH 1§ ORSOLETE COPY 1 — OE FILE COPY

FRIC - v ..
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PART H - NATIONAL DIRECT STUDENT

LOAN PROGRAM

FLEASE READ INSTRUCTIONS BEFORE
COMPLETING TNIS FORM.

FORM ARPFROVED OMB NO, $1-R004D

NAME OF SNSTITUITION ADDRESS e tunde 2750

« edmra

SERAL NUMBER (2554}

ENTITY NUMBER (EN)

1-
. _SECTION A - FISCAL REPORY (t/NULATIVE ) AS OF JUNE 30, 1976
IS ® o
:f :"J JTeM :“: NO. OF BORROWENS | DERIT BALANCES | CREDIT BALANCES
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PARY 1l - NATIONAL DIRECY STUDENT PLEASE READ INSTRUCTIONS BEFORE

FORM APFROVID
OMB NO. $i-NOsLy

LOAN PROGRAM (continued) COMPLETING Tiis FORM. SERIAL NUMBER (DSFAU

NAME OF INSTITUTION ADDRESS (mchote ZIP code

ENTITY NUMBER (EN;

SECTION B . FISCAL INFORMATION (ANNUAL) FOR THE PERIOD JULY 1, 1975 THROUGH JUNE 30, 197¢
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FORM ARPFROVED OMEB NO. $1-RC84D

.

PART i} - NATIONAL DIRECT STUDENT LOAN PROGRAM (continued}

PLEASE READ INSTRUCTIONS BEFORE
COMPLETING THIS FORM.

SERIAL NUMBER (DSFA)
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PART /il - SUPPLEMENTAL EDUCA. . ’ Forw ARPROVED
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Soutce of Information for Fiscal Operations Report (OE 1162}, Part IV, CWS.

upon whether the student is working on or off campus. (Note: An individual earnings record card similar to the one
shown as the back of the Mastercard will hevnccded to record the detail payroll information. Once per quarter the
carmings should be summanzed on each individual earmings record card and transferred to the front of the Student
Mastercard )

The CWS columns on the Student Mastercard are subsidiary accounts to accounts #7.1 and #7.2, depending ‘

The total ot the current year awards tor all of the students under the CWS program should not exceed the
total of grant suthornzation as shown in the DFAFS tedger plus the amount of institutional matching, ¢xcept in
those sttuations where past history would indicate that the students will not work a sufficient amount to earn the
totai award. The current vear award amount should in actuality be a control over the amount of gross earnings for
the student. It his rate of carnangs 1s such that the year award will be exceeded during (he time that he is expected to
wark, wdiustments tn has work schedule would be needed.

These cards should be separated between those on campus and off, and the total earnings for the quarter for
cach group determined. This total should be compared to the amount in the CWS ledger controls #7.1 and #7.2.

Awsunung that this card has been completed and balanced to the CWS ledger control accounts for the year, the
tollowing bases could he used to complete Part IV, CWS information.

Line | Amount 1s shown on original avard letter for the period.

Line 2 substdiary to DFAFS account #2 would show this amount added to unexpended CWS
authonzation,

e 3 Must be equal to line 1 plus line 2.1

Line Subsidiary to DFAFS account #2 would show this amount added to unexpended CWS
authorization account. See illustrated entry SS (page 33) for basis for this information.

Line & Thas 1s the sum of accounts #7.1 and #7.2 in the CWS ledger. Equals Part 1, Section A, Line .
oh.

Line This is the sum of accounts #6.1, #6.2, and #6.3 in the CWS ledger.

Line Subtract line 6 from line S. Should not exceed 807 of line § -

fine 8 Account #81n the CWS ledger.

Line v Subsitiary to DFAFS account #2 would show this amount added to unexpended SEOQG

authonization account (and deducted from CWS authorization account). See illustrated entry
SS (page 33) for the basis tor this information.

Line 10 Sum of ines 7 + 8 + 9, less line 4.

Line 11 Line 3, Jess line 10 Balance of CWS subsidiary to DFAFS account #2.

Line 12 Self explanatory.

Line 13 _ Very seldom will information be recorded here. See instructions for Fart IV of the Fiscal

Crpesavons Report for necessary details.

Line 14 This number can he obtained by sorting out the students who are in the CWS program this
vear. This group would then be sorted to remove all students who had previously
participated 1n CWS. (The prior year information would indicate this.) A count of the
remaiming cards wall give tlhc number of students participating in the program for the first
time this year., :

&
W)
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Lines 15 & 1o Part ¢ iv 4 student count  The students participating in CWS should be sorted between on
: and ottt vampus and the number in cach group counted. Part & can be obtained by adding the
rioss pav tor oft-campus students and multiplying that by the percentage paid from Federal
tunds ¢ty pcatly 8O% Y Fhis gives the amount for {6h, Subtracting this amount from line 7
pives the amount tor }Sh,

~
Source of iaformation for Fiscal Operations Report (OE 1152) Part 111, SEOG.

The SFOG section ot the Student Mastercard, it posted up to date on a current basis and balanced against the
appropriate accounts i the SEFOG ledper control, will provide the basis for the completion of Fiscal Operations
Report tor the SEOG program A soon as grants have been made to the students for the academic year, the current
yedr award type and amounts shoueld be entered on the Student Mastercard. These then should be sorted by type of
award, added together and compared to the amount of grant authorization as shown in the DFAFS ledger. Any
difterences between the amount of awards and the balances in these accounts should be reconciled and noted. .
Dunng the year as advances are made to the students, the date, type, and amount of advance should be entered on
the Student Mastercard, he amount of advances on grants should be totaled hy type of grant and reconciled to
accounts #5 and &6, .

It should be noted that the NDSL, CWS BEOQG, and other aid columns on the Student Mastercard provide the
hasis for proot of adequate matching.

At the end ot the year atter the amount of advances on grants has been towaled and reconciled to accounts #5
and #6 the Mastercard becomes the basis for completion of OF Form 1152, Part I, as follows:

Line | Amount 1s shown on original award letter for the period.

Line 2 Subsudrary to DFAFS account #2 would show the amount added to the unexpended SEQG
authonzation.

Line ? Amount 1 shown on most recent award letter for the period. The sum of lines #1, #2.1 and

Linc 4 athsidiary to DEFAES account #2 wnuld show the amount added to unexpended SEOG
authonzation account, See tllustrated entry SS (page 33) for basis for this information.

Line 8 This 18 the sum of accounts #S and #6 in the SEQG ledger. Will agree with Part I, Section A,
Line 7f .

Line o Avcount #7 10 SFOG ledger.

Line 7 Substdary to DEFAFS account #2 would show this amount added to unexpended CWS

authorization account (and deducted from SEQG authorization account). See illustrated
entry SS (page 33) for baus for this information.

Line N Sum of hines S 6+ 7 less hine 4,

Line v Line 3, less hine 8. Balance of SFOG subsidiary to DFAFS account #2.

Line 10 Selt explanatory.

Line 1} Any aterest carned on SFOG funds will be entered here. Under the present cash

management system, the institution will be unlikely to have an entry on this lin2, as there
wil! probably he no tdle funds available to earn interest.

Lines 12 & 13 Count the Student Mastercards for all current recipients of SEOGU funds. Will agree with Part
L. Section A, Line 6e,

Line 14, af Can be cempleted from an analysis of Student Mastercard BEOG, NDSL, CWS and other aid
volumns.
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Source of Information for Fiscal Qperations Repert (OE 1152), Part N NDSL.

The twa phases ot the NDSL program, namelv, the in-school period while the student is receiving advances on
loaits 4nd the out-otachool phase while a student 15 in the process of repaying or working off the loan, are very
wibstantially ditterent For il reason ot s recommended that the general ledger control accounts for funds
sdvanced to students b divided 18to two accounts' (1) funds advanced to students in school, (2) funds advanced to
Judents out-otschool. The Student Mastercard then becomes the subsidiary ledger for the funds advanced to
udents meschool, and 4 second set of cards would be set up and become subsidiary to the funds advanced to
dudents vut-ot-school At the end of each schoal year each student who had left school, for whatever reason, would
be rdentified and the total ot all the NDSL loans advanced to that student during his stay at the institution would be
added together and the amount transferred from NDSL account #4a to NDSL account #4b, and a subsidiary ledger
card ostabhshed tor cach student. At the end of each quarter, preferably once a month, the in-school Student
\Lastercards would bhe analy 2ed and the total of the prior year loan amounts plus advances on current year loans
would be added together and the total reconaled to account #4a, Funds Advanced to Students-In School. Similarly,
the halance due from students in the file for out-of-school students would be added together and reconciled in the
total shown m account #bh, reduced by the amounts in account #5 to #11.

Atter these two sets of cards have been proved to the general ledger control at the end of the fiscal year, these
two sets of cards plus the general ledger contral accounts will provide the basis for the completion of OE Form
1182, Part U as tollows, for Section A

Line | From NDSL ledger control account 1.

Line 2 From NDSL ledger account 2.

Line 3 From NDSL lewger account 3.

Line 4 From the sum of NDSL ledger controi accounts 4a and 4b. The number of borrowers will be

obtained by & count of the in-school Mastercards on which NDSL advances are recorded,
olus o count of the out-ofschool ledger cards.

Line 8 Froon NDSL ledger control account 5. The number of borrowers will be obtained by a count
o1 *ne number of out-ot-school cards on which collection entries have been made.

lLine o From NDSL ledger accounts 6.1 plus 6.2 plus €.3.
Fineo o From NDSL Jedger secount 6.1,
Lineo 2 From NDSL ledger account 6.2, The number of borrowers for lines 6-11 will be obtained

from a4 count made {rom the cancellation journal.

Line o} an NDSL ledger account 6.3,

Line 7 From NDSL ledger accounts 7.1 plus 7.2 plus 7.3 plus 7.4,
Line ™ | From NIZ3L ledger account 701,

Line ™2 From NDSL ledger account 7.2,

Line 7 3 From NDSL ledger account 7.3,

Line 74 Fram NDSL ledeer account 7.4,

Line Fram NDSIL ledger account 8.

Linc v Voom NDSL ledger account 9.

Line 10 From NDSL ledger account 10.

Line 1] From NDSL ledggr account 11, 5 9

1
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Section B

From NDSL ledger account 12,
From NDSL ledger account 13
From NDSL ledger account 14,
From NDSL ledger account 15,
From NDSL ledger account 16.

From NDSL tedger account 17,

. From NDSL ledger account 1§,

From NDSL ledger accounts 19.1 plus 19.2 plus 19.3.
From NDSL fedger account 19.1.
From f\:l)SL ledger account 19.2,
From NDSL ledger account 193,
From NDSL ledger account 20,
From NDSL ledger account 21,
From NDSL ledger accour 22,
From NDSL ledger account 23,
From NDSL ledger account 24,
From NDSL ledger account 25.
Fru’m NDSL ledger account 26.

From NDSL ledger account 27,

Amount shown on current NDS_L allocation lefter.

A computed amount, equal to cash received from the Federal government during the year
tor the NDSL fund. plus the amount requested from DFAFS as of June 30, although not
receved as of June 30

Self explanatory.

Line I, less line 2. Should equal final balance in subsidiary account to DFAFS account #2
tor cutrent NDSL program authorization,

Can be determined by sorting out all Student Mastercards for NDSL participants. Total the
current year advances for all such recipients, and enter on line 5. Will agree with Part I,
Scction A, Line 6d. (Keep these Mastercards out for later use)

NDSL account #19 2, Current balance, less balance at 6/30 last year, should equal amount
paid to mstitution dunng current year. ’

Count first-time borrowers shown on Student Mastercard obtained for use on line §.
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Section O

Line 1a Memorandum records will be needed to keep track of total number of borrowers since
nception ot prograim.

Line Ih Balance 1n NDSL sccounts #da + #4h,

Line 1 Sum of balances 1n NDSL accounts &S through #11, the “Asset Reduction™ accounts.

Line 1d Line Phless ine Lo,

The Qu adhoaol Ledgér will provide the amount needed here. Add only the past due
amounts on the cards tor Line le, and only the deferred status amounts on the cards for line
1t

cLines te & 1

Line 2
Line 31
Lines 3.2 34

Line ¢

The “paird™ file wall provide both number of borrowers and amount originatly lent,
The Student Mastercard for NDSL participants will piovide information needed here.
The Out-of-School Ledger will have the information needed for these three lines.

The Qut.ot-School Lediger will have the inlormation needed here.

Assuming the Out-of-School Ledger is designed as recommended, these data can be obtained
trom a card-count in the appropriate categones, and from the total of principal amount
outstandmg and principal amount past due.

Lines 8.1 8w

Section D

Lines 1.3 Selt-cxplanatory

Lines 2-10 Can be obtained by analyss of the cards in the past due file.

USING THE STUDENT MASTERCARD AND THE LEDGER ACCOUNTS
FOR THE BEOG PROGRESS REPORT
The BFOG Progress Report s duplicated at Fxhibit VIIL After the Student Mastercards have been posted and
praved to the ledger control accounts they, along with the ledger control accounts, become the basis for completing
the required reparts to the Office of Fducation. The procedure for completion of each section of the Progress
Report s deseribed below  These references are to the 1977-78 report form, Appropriate modifications will need to
be made for changes in the report require ments.

The BREOG ID No. and the FIN No. should be copied directly from the BEOG Authorization Letter, to insure
accuracy n the hhing process. The fihng date will be appropriately recorded-report to be filed by the 15th of the
month following October 31, February 28, and June 30. Ad hoc reports may be filed at any time other than the
regular filing dates, but should be used only if absolutely necessary to the proper functioning of the program at your
nstitution. ¢

Section | of the report s self explanatory. A key item to watch is line 10, where the institution indicates if
there have been no BEQG recipients year-to-date and none are expected for the remainder of the year.

Section Il of the report is also self explanatory and can be completed from memorandum records filed within
the mstitution. It 1s essential that all actual and  amated information be provided for this section, which should be
completed only on the first Progress Report sul ted each academic year. '

o
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¢ Section I of the report can be completed, using data from the accounts and from the Student Mastercards, as

follows:

Line 19A

" Line 19B

Line 20A
Line 208
Line 1A
Line 22A
Line 23A
Line i‘._?B

Line 24A
Line 4B
Line 25A

Line 26A
Line 27

Line 28

Line 29

BEOG account #3. Sum of the debit entries, on 2 cumulative basis since the beginning of the
current fiscal year.

BEOG portion of Student Mastercard. Sort out the cards of those students participating
currently in the BEQG program, and count those cards. This will represent the unduplicated
count needed.

BI OG account #3. Sum of the credit entries on a cumulative basis since the beginning of the
currenf fiscal year.

The recipients who have refunded money to the BEOG accounts should have the amount
refunded indicated on the back of their Mastercard. A count of these cards will give the
recipient count needed.

Line 19 less line 20. This should be the :urrent balance in BEOG account #3.

On the Student Mastercards, the total amount of BEOGs awarded to the students, less the
wmount paid to date, represents the amount needed for present recipients.

This is an estimate based ‘on expected new BEOG recipients for the remainder of the
academic year.

An estimate of the number of students represented by the estimated dollar amount on Line
23A.

Lines 21A + 22A + 23A.
Lines 19B + 23B.
This is the BEOG authorized amount from the most recent Authonzation Letter. ' .

Line 24A less line 25A. Be sure to indicate whether the differ¢nce is positive (+) or negative
(=) by circling the appropriate sign.

-The Student Mastercard will show, in the current year information section, thc number of

Student Eligibility Reports previously submitted to OFL,

s

A count of the new Student Eligibility Reports will provide the data.needed here. Be sure,
after this count is made, that the information is recorded also on the proper Student
Mastercard.

Lines 27 + 28.

RECIPIENT REPORT OF EXPENDITURES (ROE)

{to DFAFS, not OE)

Under all of the Federally funded student financial aid programs, funds are disbursed through the DHEW :
Federal Assistance Financing System (DFAFS). Many of the institutions have other DFAFS-disbursed grants which
are included n their dealings with DFAFS; this material deals primarily with CWS, SFOG, BEOG, and NDSL, but
many of the principles are applicable to other DFAFS-disbursed programs.

The Recipient Report of Expenditures and the Cash Reconcilia :on Statement, Exhibits 1X and X, are the
reports required by DFAFS to assist it in its work with the institetions. Tlese are stnctly cash flow reports that may ,
be issued quarterly or monthly, depending upon the dollar amount of DFAFS-funded activity in the particular ‘



mstitution. Those colleges and umversities that have the largest amount of DFAFS-funded dollar activity isue
monthly reports. the others, quarterly.

An ttem-hy-ttem consideration of bxiubit X reveals the followmg
PEN - P;xymcni wdentification prumber, asstgned by DEFAFS.

Pavee CRS % - This is the number uscd to wientify the mstitution within the DHEW Central Registry System.
1

Institusion Control Number - This ts ¢ number assigned by the mstitution for the purpose of associating its
subsidiary ledger for “Unexpended Program Authorization™ for specific awards with the line items on the report.
The accounts in the subsidiary ledger should be assigned a control number when the account is established in the
tedger. The first ime the particular award appears on the Recipient Report form this column will show a senes of
seros. The institution shiould write in the institutionally assigned number. DEAFS will thcn pre-print the assigned
number on afl subsequent reports on which that particular award is active,

Exhibit I1X
DEFAFS-27 RECIPIENT REPORT OF EXPENDITURES
As of December 31, 1976
FISCAL QOFFICER PIN PAYEY CRS #
COLLEGE OF LEARNING 1234 1-234567890-A2

ADMINISTRATION BUILDING
COLLFGEFTOWN, USA 38334

PART I OPEN AWARDS

INSTITUTION . CRS DFAFS DOCUMENT  AUTHORIZED EXPENDED

CONTROL NO. NUMBER NUMBER AMOUNT AMOUNT FROE
000012345675 1-233567K90-A2  01-0000222222-Y’ $10.000.00 S_ ., _._%000.00 F
00001 233567 08-0003000395 42,00v.00 o A0 3215

TOTALS 352,000 00 S_ . __. 4911215

PART I - AWARDS WITH FINAL EXPENDITURLES

INSTITUTION CRS DFAFS DOCUMENT  AUTHORIZED EXPENDED FROF

CONIROL NO.  NUMBER ___ NUMBFR AMOUNT AMOUST R A

000012345084 1-234567890-A2  08-0000063180 $64,000.00 | $63,604.00

00001 2345698 - 08-00000774K3 10.000.00 10,000.00 .
TOTALS $74.000.00 $73.604.00

*LINAL ROU HAS BEEN RIEPORTED BY THE RECIPIENT AND THE AGEFNCY HAS RI PORTED FXPENDITURIS TO DEATS.

Lo tndrcates o multi-program award. :
Total cumulstive expenditures should be shown i “Fxpended Amount™ Column, Part [ At the hottom of the Report, the
“Authorred Amount™ and the “Fxpended Amount™ should be shown at the level speatied on the award document.

DEAFES Document Number - This number is the award number appearing on the authorization letter received
from CWS. SEQG, BEOG, or NDSL. It will be preprinted by DFAFS on the Reaipient Report of Expenditures.

Amonnt Autharized - Because this report s a cash report, the dollar amount in this column does not
recossanly represent the total of the allocation or award tor a particular grant.at represents the amount of cash that
is avatlable to the institution under that particular grant,
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In the case of “deobhgation™ of unused funds, DFAFS will be notified of the balunce to be deobligated in
each ot the programs. When this notification has been processed the “amount authorized™ for that specific grant will
be reduced by the amount ot the deobhgation. When this deobligation occurs, the institution should record the
following journal entry and post it to the DFAFS ledger

Unevpended Program Authorization, DFAES (speaific grant number)
Accounts Recervable, DFAFS
tamount should be amount of deobhigation} In sddition, the appropruate deobligation entries, should be
made in the NDSL accounts, (see entry RR, p. 33)

Expended Amount - This is the column required to be completed by the institution each reporting period. The
imformation for this item can be obtamed from the Jdebit amounts posted to the appropriate unexpended Program
Authorzation subsidiary account 1n the DFAFS ledger. For example, grant 08-0003000395 subsidiary 12345679
appears as follows on 1231 76, the date of this report:

12345679

Unexpended Program Authorization - 08-0003000395

9/15/76-340,112.18 4/20/76 - 842,009
(posted individually as (posted when award/
cash was transferred to authorization letter
program cash account received from QE)
for payments made to

students)

Note  There will be u separate ine itemn of each grant made by QF through BEFAFS.

-

FROE - This columnn on the report, when an asterisk (*) is shown for an item, indicates that a final Report of
Expenditures has heen received (the “R™ designates the recipient report of expenditures, the “A™ represents the
agency report ot expenditures). In the case of the $10,000, because the “Authorized Amount™ and the “*Expended
Amount" are the same dollar amounts, and because a final report has been received from both the recipient and the
agency. this hine 1item wall probably drop off the report by 3/31/77. The report is split into Part [ and Part I, Part |

" represents Open Awards and Part 1 Closed Awards. The *F" in the FROE column for the first award listed has been -

recorded by the reapient, to indicate that all disbursements from this award have been made. This will cause the
record for this award to drop from Part | to Part H on 3/21/77 report. :
CASH RECONCILIATION STATFMENT
The Cash Reconciliation Statement can be explained as follows:

Cash Accountabiity - This amount 1s internally calonbated at DEFAFS based upon a complete historical record
of all DFAFS-funded grants at the partwcular institution, Fssentially the calculationis:

Total amounts authonzed since start

of DFAFS funding at this institution $200,302.00
Total amount authorized shown on this Report of Expenditures 126.009.00

Amaount of authoenized cash dropped off ROEF because final

report received $74,293.00
.Tntal of all cash advanced by DEAFS to-institutmn $197,749.78
Amount calculated above - 74,193.00
Cash Accountahihity _ $123,456./8

L g
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Leis Cumulative Expenditures - This amount is taken directly from the final column of the Recipient Report
of Expenditures. -

Computed Cash Bulance - This is the balance that show!ld remain in the DFAFS cash account at the institution.
Actual Cash Balance - This 1s the balance that does exist in the DFAFS cash account (#3) at the institution.

The “computed cash balance” and the “actual cash balance™ will be the same if the institution's accounting records
are proper and up-to-date.

Exhibit X
\
(SAMPLE REPORT AS COMPLETED BY RECIPIENT)
DFAFS-27A "~ CASH RECONCILIATION STATEMENT
As of December 31, 1976

FISCAL OFFICER . PIN PAYEECRS #
COLLEGE OF L1 ARNING ‘ 1234 1-234567890-A2
ADMINISTRATION BUILDING
COLLEGETOWN, USA 38334

CASH ACCOUNTABILITY $123.456.78

LESS TOTAL EXPENDITURES . - §$122.716.15

COMPUTED CASH BALANCE $  .740.63

ACTUAL CASH BALANCF T § 74063

-

UNDER PENALTY OF PERJURY, I DECLARE I HAVE EXAMINED THIS REPORT AND CERTIFY THAT THE
EXPENDITURES AND ACTUAL CASH BALANCE FIGURES.SHOWN HEREON ARE CORRECT TO THE BEST
OF MY KNOWLFDGE AND THAT THESE EXPENDITURES AGREE WITH REPORTS SUBMITTED TO THE

APPROPRIATE HFW AWARDING OFFICE AND HAVE BEEN MADE FOR THE PURPOSES OF, AND IN
ACCORDANCE WITH, APPLICABLE AWARD TERMS AND CONDITIONS.

SIGNED _ John Doe, Treasurer . DATE _January 15, 1977
NAME AND POSITIO

NAME AND PHONE NUMBER OF PERSON 10 BE CONTACTED REGARDING THIS REPORT

NAMLE Johp Doe

(PLEASE PRINT OR TYPE)

AREFA CODF AND PHONE NUMBER {202)996-1212

REIURN ONE ¢ COPY OF THIS REPORT TO:  DHEW FEDERAL ASSISTANCE FINANCING BRANCH
DASP/DASF/ASC
533 WESTBARD AVENUE - ROOM 426
BETHESDA, MARYLAND 20014

The Reapent Report of Expenditures must be submitted to DFAFS on a timely basis. I the report is not
submitted within 25 days after the date on the report, and after a S-day grace period, a reminder notice will be sent
by DFAFS If the repott 1s not submitted within 35 days of the date on the report, DFAFS will discontinue all cash
advances to the institut:on until the report is submitted. Because the discontinuance of cash advances could seriously
lunder the school’s finanaal aid program, 1t is recommended that the report be submitted as requested.

As a check aganst the accounting in the DFAFS ledger, the total credit balances of the subsidiary Unexpended
Program Authorzation accounts should equal the credit balance of the control account #2, “*Unexpended Program
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Authonization.” Also, the total of the debit balance of account #3, “Cash, DFAFS” plus the debit balance of
account #1. “Accounts Recevable, DFAFS,” should vqual the credit balance of account #2. “*Unexpended Program

- Authonzation.” .

PROCEDURAL MANUAL C e

All instituttons participating in Federaly funded student financial aid programs are strongly encouraged to
review their writien procedutes for conducting the business of requesting, receiving, controlling, disbursing,
accounting for, and reporting upon the utilizatior of these funds. H no written procedures presently exist within the.
mstitution, they should be establiShed as quickly as possible.

The updating or preparation of a procedural outline or manual should provide the institution with a brief
description of standard operating procedures which will ensure proper, timely, and efficient execution of the duties
of all inshitutional personnel associated with these programs. Such 2 manual will also prove valuable in the traiging of
new institutional personnel :/n/the operation and management of the programs.

’

Because each mstlrdhon will have its own unique set of procedures and job descriptions for the personnel
invalved with the financial aid programs, no complete procedural manual is illustrated here. However, in the hope
that at will bene.tt the institutions in the preprration of review of their own manual, the following rather detailed
outline of a procedural manual 1s provided.

f.

Procedural Manual
{an outline)
Section | Student Financal Ad
A Intraduction
1 The need for student financial aid
2. A history of Federal government assistance to institutions of higher education
3. A history of student finanaal aid at this institution ' .

B. The Philusophy of Student Financial Aid at the Institution*
1. Purpose of financual aid .
2. Types of students served
3 General quabfications of students seeking financial assistance
4 General description of division of responsibilities and authority

( Types of Awd Available ¢
1. Federal
4. College Work-Study Program
I. Purpose

Eligibality
Deternmination of need after application
Job classifications
Student agreement and affidavit of educational purpose
Supervision
. Maximum hours

¥. Payment procedures
b. Basic Fducational Opportunity Grants

!. Purpose

2. Ehpibilit,y

3. Determination of need
4. Student affidavit of educational purpose
. N
6

P D

_ Amount of grant
. Disbursement procedures
i t
*Following this outline is Fxhibit XI which shows a Statedent of Good Practices adopted by ithe National Association of .

Fimancial Awd Adminustrators. This Statement can provide useful guidelines for the establishment of the philosophy of ald at an
insttution.
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Aruitoxt provided by Eic:

Section I

“
.

«  Supplemental Fducational Opportunity Grants

O PRV VR VIS

Purpose

Ehgihabty

Ixtermnnation of nccd after application
Amount of grant

isbursement proucdures

d. Mtum.ﬂ Diredt Student Loans

o i V4

[« RV

State

Purpm:‘

Fhgibihity

Determination of aved after appheation
Amount ot loan

[hsbursement procedures
Exitinterview procedures

a Purpose

b Kentification

¢ Fhgbitity
Jd. Amount

r,

Ehishursement procedures

Institutional
d imtxtutlpnal Scholarships
1. Purpose
2. ddenufication
3 rhgbibits
4. Amount of award
S ihsbursement procedures

b Institutional Loans

!
3
* 4.
s,
(rther
4 Tt
|
bl
3
K
S
h Tt
v Fre

Purpose

Identification

Ehgibility

Amount of loan _
Disbursement procedures

le (#1)

Purpose
Identification
Ehgbiity
Amount

Dhisbursement prmcdures
le (#2)

fanancial Ard Oftice Procedures

Purpose for the Office

Adnunistrative Structure

President (Chancellor)

Financial Aid Committee .

4. Composition

b Speaific responsibilities .
¢, Activity supervisor

Financial Aid Administrator

a General )ob description

b, Spectfic responsibilities

¢ Activity supervisor

]
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4. Assistant Finanaial Aid Administrator
&. General job description . &
b Specific responsibihities

< ¢ Actwvity supervisor

§ Office Secretary
4. General job desenption
b. Specific responsibilities

. <. Activity supervisor

6. Student Assistants
& General job descriptic
b Speaific responsibilities
¢ Activity supervisor

¢ Procedure for Processing, Recordkeeping, Reporting

College Work-Stydy (applicationcompletion)

Bastc Bducational Opportunity Grants (student eligibility report-grant)
Supplemental Educational Opportunity Grants (application-grant)
National Direct Student Loans (application-loan)

Institutional scholarships (application-award) -

Institutional loans (application-loan)

Other sources of funds

N
-3 D h b e hs

Azce  Included i this portion of the manual should be information on the forms used in the office
treferenced to the appendix, where the form- are illustrated, by letter of number of the form), .-ho does what
with each form (a repeat of the list of duties but in a different way) and where and how the forms are filed.

Also included should be a general description of who has responsibility for completion of the variour
government teports. '

Section |Ifl Business Office Procedures
A Purpose for the Office
"¢ General ¢

, 2. As related to student financial aid

B Adnmunistrative Structure
1 President (Chancellor)
Y Financial Aid Commuttee
- tdescribed here in its relation to the Business Office)
1. TFreasurer (Controller)
yobh descnption only if telated to student financial aid)
4 Business Manager :
4 General job description
b Sp: dic tesponsibilities as related to student financial aid
¢ Acovity supérvisor
5 Chief Accountant (Bookkeeper)
1 General job description
b. Specific responsibilities as related to student financial aid
¢ Achivity supervisor
6. Cashier
a. General job description
b Specific responsibilities as related to student financial aid
voOAcnvity supervisor
Other personnel (working with financial aid)
¥ Student Assistants (working with financial aid)

¢ Procedure for Processing, Recordkeeping, Reporting
1. College Work-Study
2. Basic Fducational Opportunity Grants
3} Supplemental Fducational Opportunity Grants

6o
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Nationai Dhrect Student Loans
Inatitutional scholarships
Instituticnal loans

Other sources utJ'unds

R RN W 3

Aote (The same note appites here as i discussed at the end of the Financial Aid Office procedures.)

{ Ibe person in charge of prepanng the manual may wish simply to describe the duties of all those involved in
the hmanua! sid autivities ut both offices as they presently exist, review these descriptions for duplication of work,
remove the daplication, and then wnte up the job descnption and specific responsibilities in final format.)

Sevtion tV A Calendar of Actimities

Pactuded at this spot in the manual should be a current school-year calendar (to be updated each year, of
coutse } listing a1l of the events related to the adminstration of the stude..t financial aid program. The calendar will
serve oy d means of planning the coning year (for example, this is the deadline date for applications, this is when we
will get the and letters to the students, these are the College Work Study payroll dates, efc.) and as a control over
current activiies (for example, this is when we wanted to have it done, this is when it was done). The calendar here
nnght be o puntunzation of a wal' calendar, duplicate copies of which are displayed in the office of the Student
Finanuial Aid Adminmistrator and the office of the Business Manager.

Sevtion V Annual Operational Evaluation

A Student Financral Aid Office

Structure and Staffing

Apphcation and award cycles

Reporting phases

Coordination with Business Office, Chancellor, Admissions, et¢.
(ther

R

e

B Business Othee,
~ Structure and staffing with relationship to Financial Aid Office
Processing of student awards
Recordkeeping
Reparting
Coordination with Financial Aid Office

[P SERPVEE IR

s en VI Hiustratea Forms (Incomplete-Listing) -

Apphadation for Financial Aid

Appheation for Extension of Fiaancial Ad
Need Assessment Forms

Sample Student Notification-Acceptance Letters
Student Mastercard v
(WS Pay Rate Schedule

CWS Compensation Sheet

CWS Clock™ Card

CWS Payroll Voucher {

O Campus Work-Study Agreement

NDSLE Promissory Note

NDSL Summary Sheet

NDSL EBxit Interview Check Last
Institutional Loan Agreement

Fre,

—~
s x -

— ™ e
_— -

APAEE el Sl

Ay mentioned previously, the above torms should be keyed to a Jdescription of the flow of paperwork through
the offices as discussed for each of the financial aid programs.
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Exhibit X1
/

NATIONAL ASSOCIATION OF STUDENT
FINANCIAL AID ADMINISTRATORS |

STATEMENT OF GOOD PRACTICES |

The primary purpose of student aid is to provide financial resources to students who would otherwise be
unable to pursue postsecondary education,

In order to accomplish this stated purpo.e. the following practices are recommended to all financial aid’
adminstrators. '

The Financiat Aid Administrator i

l.

vJ

1.

Shall make every effort to meet the demonstrated needs of all students a} his/her institution to the extent
funding wall pernntin an ¢thical manner. if
1
' i
Shall award all aid on the basis of demonstrated financial need except where funds are specified for
recognition of sg;ecial talents. Where aid is not based on need and represents a significant portion of
institutional assistance, the aid administrator should make every effort to redirect such funds to assist
those students with demonstrated need. '

1
t

. Shall exercise adequate controls to insure that need-based aid awards do nbot exceed do. :mented need.

3

. Shall recogmize that the primary responsibility for financing postsecos\\dary education rests with the

student and his family. Financial assistance -from institutions and other sources is only intended as
cupplementary to the efforts of the family '

. Shall help students seek, obtain, and make the best use of all financial resources available.

Shall provide n all appropnate literature a clear statement of the actual costs of attendance, which shall

include both the Jdirect and non-direct costs.

. Shall inform the student ot all conditions under which an award is granted at th‘e time the offer is made.

Shall refrain from and discourage others from making any public announcement of the amount or type of
financial aid awarded to a student 1n order to p{otect the confidentiality of the economic circumstances
of the st fent and his/her family. ' .

. Shall respect the confidentiaiity of student records. Information should be released only on the written

consent of the student and/or his/her family and all policies and procedures should protect the students’
nghts of pnvacy, !

%

Shall oppose the admunistration of aid to accomplish disciplinary objectives.

Shall, when prepz..ug tunding requests, estimate needs horestly and fairly.

Ty ‘.
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\ APPENDIX A

DEPARTMENT OF HEALTH, EDUCATION, AND WELFARE
OFFICE OF EDUCATION .
BUREAU OF NIGHER EDUCATION
DIVISION OF STUDENT ASSISTANCE

AGREEMENT COVERING INSTITUTIONAL PARTICIPATION IN PROGRAMS OF
STUDENT FINANCIAL AID

-

Pursuant to and subpect to the provisions of Part A-Subpart 2, Part C and Part E, of Title IV of the Higher
Education Act of 1965 (P.L. 89-329), as amended, and the Regulations issued pursuant thereto

Name and Location of Institution

Ot Vendur Number

(heremnafter reterred to 4s the “Institution™) and the Commissioner of Education, U.S. Department of Health,
Education, and Welfare (herewafter referred to as the “Commissioner”) in order to provide for the conduct of each
of the programs of student financial aid identified in Article I hereof (hereinafter referred to as the “Programs’™)
hereby agree to the terms of Articles 1, II, and VII, and so much of the remaining Articles of this Agreement as are
apphicable to cach program identificd in Article I hereof.

ARTICLE 1. SCOPE OF COVERAGE
This Agreement covers the Institution’s participation in each of the following checked programs:

| | SUPPLFMENTAL FDUCATIONAL OPPORTUNITY GRANTS PROGRAM {SEOGP)
Part A, Subpart 2. Tutle IV of the Higher Education Act of 1965

| )] COLLEGE WORK-STUDY PROGRAM (CWSP)
Part C. Title IV of the Migher Education Act of 1965

[ ] NATIONAL DIRECT STUDENT LOAN PROGRAM (NDSLP)*
Part F. Title IV of the Higher Fducation Act of 1965

This Agreement becomes effective on the date executed by the Commissioner except that ifethis Agreement
covers the participation of an Institution in any of the above programs in Fiscal Year 1974 the effective date of the
Agreement shall be July 1, 19713,

ARTICLE Il. GENERAL PROVISIONS APPLICABLE TO ALL PROGRAMS

1. The Institution shall use funds advanced to it from time to time pursuant to applications submitted under
this Agreement with respect to such programs for making deposits into its Nationa! Direct Student Loan Fund, for
making payments to students who have received Supplemental Educational Opportunity Grants, or for
compensating students who are cmployed under the Institution’s College Work-Study Program, An amount not in
excess of 3% per year of:

(a) The Institution’s expenditures from its allocation of Federal funds for such year for Supplemental

‘kducational Opportunity Grants,

*The National Direct Student Loan Program is deemed to be a continuation of the National Defense Student Loan Program
authonzed by Title II of the National Defense Education Act of 1958, as amended.
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Aruitoxt provided by Eic:

(b ais total evpenditures for such year tor compensation Gocluding the non-Federal share of such
compensation) ot students under s College Work-Study Program,

(o)t poneapal smount of loans made tromats National Direct Student Loan Fund during such year

ey . the case ot the Col ge Work-Study and Supplemental Fducstional Opportunity Grants Prograimns, be
withdntwn than therr tespectine altocations or, in the case of the National Direct Student Loan Program, from its
tund v the Istlution as g pay mient in hea of reambursement tor adimnistrative expenses: provided, haowever, that
the total of amounts so withdrawn tor a particular fiscal year may not excexd $125 000,

2 Ihe bntitution shall () mauntan adequate records reflecting the transactions under each of the Programs,
mcuding withdrawals tor admmstrative expenses, which records shalt include sufficient information to indicate the
Basts of approval or disapproval of cach student apphication for assistance; (b) retmin such records for such periods of
trre ws may be preseribed by the Commsstoner, (v) submut an “institutional Fiscal-Operations Report™ and such
other teports and information 4« the Commusstoner may reasonably require in connection with the administration of
the Programs. and (d) comply wath such procedures as the Commissioner may find necessary to insure the accuracy
ot such records and reports An Institution may not expend funds under this Agreement subsequent to the cutoff
date tor the hhimg of the “lnstitutional Fiscal-Operations Report™ covering the operation of the program(s) for the
preceding fiseal year it the Institution has not submitted that Report prior to such cutoff date. An Institution which
has tathed 1o tide 1ts Chistitutional Fiscal-Operations Repart™ prior to such cutoff date may continue to expend such
fusds ondy gt such time as 1t does file such Report with the Commissioner or when the Commissioner expressly
authorses such expenditures

Vo fhe Inshitution shall use svstematic methods for determining the financial need of applicants under the
Programs. s ndwated in Schedule A, Systems other than the Amencan College Testing Program Financial Need
Analyans, Codege Scholuntip Servaces, or the Income Tax System are subject to the approval of the Commissioner,

4 1he Institution shall estabhsh procedures for making loans from the Fund, Supplemental Educational
Opportumty Grants and emplovinent under the College Work-Study Program (or equivalent employment offered or
atraneed tor oy the Institution) reasonably available (to the extent of available funds) to all students eligible for each
pattioular By pe of asastance  The Institution shall make every effort to coordinate such of the Programs for which it
has recened an allocation ot funds and ity other tinanaal md programs
S To be elble tor awsetance under any of the Programs a student must, among other things, (a) have been
accepted tot entollment as at least a halt-tune student or, in the case of a student already attending the Institution,
be i good standing as at least o hati-time student, (b) be capable in the opinion of the Institution of maintaining
goad standing, and o) be i need of such assistance to pursue his counse of study. A student awarded a
Supplemental ducational Opportumty Grant or employed under the College Work-Study Program must show
eviden.e ot aoadenice or creative prosmise.

6 bnaddition, i oorder to be ehigble for any assistance provided hereunder, the s.udent must: (a) be a citizen
wr national of the United States, or m the United States for other than a temporary purpose and intend to become a
permanent resident thereot, or a permanent resident of the Trust Territory of the Pacific Islands, (b) have filed with
the Institution an attidavit stating that such assistance will be used solely for »xpenses related to attendance or
continued attendance ot such lnstitution, and () meet the particss-~ program requiremenss regarding level of study,
Ot torth below,

The assntance made svadable pursuant to tins Agreement is subject to the Regalations in 45 CFR. Part 80,
mued by the Secretary of the Department ot Health, Bducation. and Welfare and approved by the President to
cttectuate the provision of Section 601 of the Civil Rights Act of 1994, and Title 1X of the Education Amendments
of 197 (Protubihion of Sex Discomination) (P19 2-318).

S OA propnictary Institution of higher education shall meet such terms and conditions as the Commissinner
determines to be necessary toinsure that the avalability of assistance under the Programs to students has not, and
will not . increase the tuition, fees or other charges of the Institution,

Pf)
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ARTICLE 1. MAINTENANCE OF EFFORT

Program ar the Supplementad Fducational Opportomty Grants Program, or both, the Institution shall continue to
evperad, 1nts ottier student and programs from soutces other than funds received under this Agreement, an amount
which ts not less than the average expernooare per yedr made tor that purpose dunng the three fiscal years preceding
(4} the etfective date of any “Agreement Covening Institutional Participation in Programs of Student Finanaal Aid”
entered wto by the Commissioner and the Institution which was in effect on June 30, 1973, (b) the fiscal year for
which the Institution revetves of receved its tirst allocation of tunds under the College Work-Study Program, (c) the
tiscatl yeat tor which the bstitution recotved tis first atlocation of funds under the Educational Oppeortunity Grants
Program 20 U S C 10al-1067, 1069), or (d) the tiscal year for which the Institution recewves or received its first
allacation ot tunds under the Supplemental Educational Opportunity Grants Program if the Institution had not
participated an the Pducational Opportunity Grants Program e the fiscal year immediately preceding that tiscal
vedar, whichever is rhe fatest

. Iobor cach fisoal yesr tor wihuch it recenves an allocation of tunds under either the College Work-Study

“

> Fhe Commustoner may warve the requirement set forth in paragraph 1. of this Article in accordance with
such aped il and unusual arrvumstances as have been provided for by regulation,

ARTICLE 1V, SPECIAL TERMS APPL!CABL.E TO THE
SUPPLEMENTAL EDUCATIONAL OPPORTUNITY GRANTS
PROGRAM

i the Institution shall make grants avadable only to those undergraduate students who meet the cligibility
criteria stated 1 patagraphs S and 6 of Article 1 and who are of exceptional financial need. The Institution, in
determiming whether 4 studentas of excepttonal-financial need, shall (a) consider the source of such student’s income
and that of any divdual or mdividuals upon whom he relies primarily for support, and (b) make appiropriate
review of the assets ot the student and any such individuals. Furthermore, the Institution shall make a determnation
that. but for a Supplemental Bducational Opportunmity Grant, such student would not be financially able to pursue
His course ot study gt the Institution. ' N

Y The amount ot the Grant and its duration shall be deteomined and payments thereunder shall be made in
accordance with such policies and procedures as the Commissioner may prescribe by regalation.

3 lhe lastitution shall make vigorous eftorts to sdentity youths of exceptional financial need and encourage
them to continue thetr cducation bevond secondary school through such methods as:

{41 Estabhishing strepgtheming close working relationships win  other nstitutions of higher education,
seeondary school ponepals, and guidance and counsching personnael with a view toward motivating
udents to complete soondary school and pursue postsecondary education opportunities; and

(o) making, to the extent feasble, conditional commitments for Supplemental Educational Opportunity
Grants to secendary school students with special emphasis on students enrolled in grade 11 or lower who
show evidence ot academigor creative promise. :

ARTICLE V. SPECIAL TERMS APPLICABLE TO THE
COLLEGE WORK-STUDY PROGRAM
I lhe Imstitution will conduct a program of part-time employment of eligible students in work for the
Tnstituon tself, except tn the case of a propnetary Institution of higher education, or work in the pubhc interest
tor ¢ pablic or private non-profit organization other than the Institution, under a written arrangement between the
Institution and such organization. ’

2. Anvsuch work

i .
(4} Must not result in the displacement of employed workers or impair existing tontracts for services;

ERIC 8
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() must not invelve the vunstruction, operation, or maintenance of so much of any facility as s used or is to
be used tor sectanan instruction or as a place for religious workship; and

td) munt not mvolve 4ny partisan or nonpartisan pohtical activity associated with 2 candidate, or contending
taction of group, wn an electton for public or party office.

3 lhe Institution shall be responsible for insuring that any public or private nonprofit organization with
which it enters into an arrangement s a rehiable organization with professional direction and staff, and that the work
to be pertormed by the student is in the public interest, propetly supervised . and consistent with the purpose of the
Program. In no cvent shall work be considered to be in the public interest where (a) it 1s work for which the political
support of affiliation of the student is a prerequisite or consideration for employment, (b) it is work to be
performed for an clected official other than as part of the regular administration of Federal, State, or local
governnent, or (v) 1t 1s work which is prumarily for the benetit of members of a limited membership organization
tsuch s 2 credit unton, rehgrous or fraternal order, or a cooperative) rather than the public.

4. In making employment available under the College Work-Study Program, the Institution shall give pref-
erence to students with the greatest financial need, taking into account grant assistance provided such students
trom any public or private sources, and shall make such employment available only to (2) students who meet the
chgibihity requirements stated in Article 11, paragraphs § and 6 and (b) students who (i) are undergraduate, §raduate
or professional students, or (i) 1n cases where the Institwion is an area vocational school, have a certifgcate of
graduation from a secondary school or the recognized equivalent thereof and are pursuing a program of education
and traimng which requires at least six months to complete and is designed to prepare them for gainful employment
i a recognized occupation.

. lhe Federal share of the compensation of students employed in a College Work-Study Program covered by
this Agreement shall not exceed 80 percent of such compensation for part-time employment, ¢xcept in unusual cases
as may be approved by the Commissioner pursuant to program regulations.

ARTICLE VI. SPECIAL TERMS APPLICABLE TO
NATIONAL DIRECT STUDENT LOAN PROGRAM

l. The Institution shall establish and maintain a National Direct Student Loan Fund for the purpose of
making loans to ehgible students. Any student loan fund established under an agreement pursuant to Section 204 of
Title H of the National Defense Education Act of 1958, as amended, shall be deemed to have been éstablished under
Section 463 of Title IV-F of the Higher Education Act of 1965, as amended, and any assets of such student loan
fund shall be deemed to be the assets of the student loan fund established under this Agreement. There shall be
deposited promptly in such Fund:

{4) Federal Capital Contributions received by the Institution pursuant to Section 462 of the Act;

(b) an amount, equal to not less than one-ninth of such Federal contributions, to be provided by the
institution,

(0} collections of principal and interest on student loans made from the Fund;

td) penalty charges collected pursuant to Section 205(c¢) of Title If, NDEA and Section 464(c)('l XG) of Title
IV-E, Higher Fducation Act;

t{¢) payments made to the Institution pursuant to Section 465(b) of Title IV-E, HEA for reimbursement of
loans cancelled for each fiscal year pursuant to Section 465(a) of the Act; and

() any other carnings of the Fund.

’
v

3. The Fund shall be used only for loans to students in accordance with this Agreement; for capital
distributions as provided 1n Section 466 of Title IV-E. HEA; for withdrawals pur. 1ant to Article If, paragraph 1, of
this Agreement. and for ¢ .is of litigation, and other collection costs as agreed to by the Commissioner arising in
cannection with the collection of any loan from the Fupd or interest thereon, or any penalty charges assessed
pursuant to Section 205(¢) of Title II. NDEA or Section 464(cX 1XG) of Title 1V-E, HEA {plus interest and any
penalty charges assessed thereon pursuant to Section 464(c)N i XG) of the Act). s
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L Where o note or wrtten agreement evidencing a loan has been p default for at feast two years despite due
dibigence on the part ot the Institution in making collection thereon, the Institution may assign its rights under such
note ar agreement to the Umited States without recompense, and in that event any sums collected on such loan shall
be depostted in the General Fund of the Treasury.

4. The Fund shall be deposited and carnied in a special account of the Institution.

S ONo pavments shall be made from the Fund to any student unless the Institution has comphed with the
Fruth in ending requirements of Regulation 2 (12 CFR 226

6. the Institution shall accept responsibility for and use due diligence in effecting the collection of the
principal and interest due and payable on leans made from the Fund.

7 The Institutton shall make loans under this Program available only to undergraduate, graduate or
protesstenal students who meet the eligthility requirements stated in Article 11 paragreohs S and 6.

ARTICLE VII. TERMINATION AND SUSPENSION OF AGREEMENT
Extension and Termination

1 This Agrecment shall expire at the end of the fiscal year in which it becomes effective unless an extension
of the Agreement is eatered into by the Institution and the Commissioner. Prior to the cutoff date for the filing of
applications for funds for any fiscal year under the Supplemental Educational Opportunity Grants, College
Work-Study or National Direct Student Loan Programs, the Institution may apply to extend this Agreement by
submutting a completed “Fxtension of Agreement™ form to the Commissioner. The Commissioner's approval of such
Jn extension with respect to each program will be indicated by his allocation of funds to the Institution for that
program for the tiscal year covered by the “Extension of Agreement.”

2. Should the Institution wish to terminate this Agreement, it agrees to provide the Commissioner with 90

days written notice of 1ts intention to do so.

3. I the Comnussioner finds that any of the assurances or representations made in cornection with this
Agreement ar any appheation for funds hereunder to be incomplete or incorrect in any material respect or that there
has been a tadure to comply with any of the provisions of the Agreement, he may, after notice of and an
apportumty atforded for a4 hearing, terminate the Agreement or take such other actions as may be necessary and
appropriate to protect the interests of the United States.

4. The termanation of this Agreement shall not affect obligations previously incurred by either party under'_
thin Agreement The Commissioner will, in the event of termination, advise the Institution as to what procedures are
to be emploved 1n ending the Institution’s operations hereunder.

tor the Commnsioner

For the Ir. .itution

Date Title

Da!c

*An officer legally suthorized to execute this Agreement
\ for and on behalf of the Institution,

Fhis Agreement covers participation of

Name and Location of Institution

~ 1n each of the following checked programs:

! 1 Supplemental Fducational Opportunity Grants Program (20 U.S.C. 1070b er 5¢q)
I 1 College Work-Study Program (42 U.S.C. 2751 ¢t seq)
[ ] Natwonal Direct Student Loan Program (20 U.S.C. 1087aa et seq)
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Schedule A

The tollowing method(s) of student nnancial need assessment will be in use during the period covered by this
Agreement Check the appropnate boxfes),

P Amencan Cotlege Testing Program - Financial Need Analysis
I} College Scholarship Service
[} tocome Tax System as defined in 43 CER 176,14 K2)

[} Other (I this entry 1s checked. please attach two copies of the proposed method of need assessment, which is
subject to the approval ot the Commissioner under conditions set out in the program regulations.)

ADDENDUM #1 TO THE AGREEMENT
t This paragraph replaces Article L, paragraph 3 on page 3 of the Agreement)

3. In order to comply with regulations on tlhie determination of a student’s need (copy attached), the Institution
shall utthze a need aralysis system or method of caleulation approved hy the Commissioner as indicated in Schedule
A Regulations provide for an annual review of all systems except the Income Tax System and the Basic Educational
Opporturaty Grant Program method of calculating an ‘expected family contribution. A list of approved systems will
be publisicd before September | each year.

To date, the need analysis systems approved by <the Commissioner pursuant to that regulation for use in making
awards to students for the 1976-77 Award Period are as follows:

Income Tax (Dependent student only)

Basic Educational Qpportunity Grant (BEOG)

College Scholarship Service (Uniform Methodology)

Amecncan College Testing (Uniform Methodology)

Graduate and Professional Student Financial Analysis Service (GAPSFAS)
t. Student Assistance Financial Evaluation (SAFE)

Student Ard Management (SAM)

. Financial Analysis Services (FAS)

R TPV P

o -3

If the Institution wishes to use a need analysis system not included in the above approved list, attach two copies of
the proposed method of need assessment, which is subject to the approval of the Commissioner under conditions set
forth in the program regulations,

s A
b

e \)
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APPENDIX B

DEPARTMENT OF HEALTH, EDUCATION, AND WELFARE
GFFICE OF EDUCATION v
BUREAU OF POSTSECONDARY EDUCATION
WASHINGTON, D.C. 20202

TERMS OF AGREEMENT
{Agreement Covenng the Computation and Disbursement
of Basic Educationai Opportunity Grants)
July 1973

Whereas, the students ot

{Name of Institution)
. hereinafter referred to as the “Iastitution®, are potentially

chgible 1o tecenve grant dwards under the program of Basic Educational Opporctunity Grants administered by the
U'S Gommissioner of Fducation, hereinafter referred to as the “Commissioner,” pursuant to Part A, Subpart | of
itle 1V ot the Higher Fducation Act of 1965, as amended {20 U.S.C. 1070a) and the regulstions issued pursuant
thereto (38 CEFR Part 190 ¢ seq. ). and

Whe cas, @ hnding of the eligibiity of such students to receive awards, the computation of the amount of such
swards, aned the dishbursement of tunds to its students can best be accomplished by the Institution;

Now . theretore, 1n order to facilitate the conduct of the Basic Educational Opportunity Grants Program with
respet to its stadents the Institution agrees to the following undertakings:

l Geaneral Undertakings

I The Institution shall make cligibility determinations, computations of awards, and.dishursements from
sqms provided for that pureose by the Commissioner, at such times and in such manner as the Commissioner shall
from fi e 1o time preseribe. An award shall be paid to a student only if the Insiitution determines in accordarice
with the regulations and instructions issued for that purpose that (i) such student is an “eligible student™ and (ii) the
stmount fo be patd has been determined in accordance with the applicable payment schedule and other instructions
4% are ssued by the Commssioner. The payment schedule will reflect the amount of an award to be made with
respect to & student on the basis of (i) a dolar amount representing such student’s “expected family cotribution™
(student ehgibihty index) and (i) the student’s cost of attendance at the Institution. The amount of a student’s
award will then be adjusted by the Institution on the basis of (i} the portion of the academic year for which the
Judent iy enrolled and () the fulltime or the part-time nature of his enrollment. The figure representing the
student’s “expected family contribution™ (student eligibility index) is supplied by the Commissioner (Student
Fhgbihity Report) to each student applicant who in turn submuts it to the Institution. The figure representing the
sudent’s cost of attendance at the Institution 1s to be computed by the Institution in accordance with the
regulations issued by the Compussioner (45 CFR 190.51). The full-time or part-time nature of a student’s
enrollment and the portion of the academic year for which he is enrolled will also be determined by the Institution
in accordance with regulations 1ssued by the Commissioner,

2. The m.\%ztutmn agrees that it will use all funds made available to it by the Commissioner pursuant to this
Agreement only for making payments of Basic Educational Opportunity Grants as provided for in this Agreement.
[n the event that an overpayment is made to a student the Institution will cooperate fully with the Commissioner,
making every reasonable effort to effect the return of such overpavment. The Institution does not, however, assume
lability tor any overpayments which are not so recovered unless such overpayment was made by the Institution
under aircumstances where the regulations or instructions of the Commussioner clearly indicate that such pavment
should not have been made. In making a finding that a student 1s an “eligible student.” the Institution is entitled to
rely on mmformation provided by the student.
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5. Specific Undertakings

" ln addition to the foregoing undertakings, and 1 no way in hmitation thereof, the Institution further agrees as
follows '

. Al tunds received and disbursed uader this agreement shall be handled through an account which may be
an exasting dccount (preferably one mantained for Federal funds) provided adequate control ledgers are maintained
to properly account for such funds separately from other funds.

2. The Institution shall mamtain adequate records, for such period of time as prescribed by the Comnussioner,
with regard to (1) the ehgibility, or lack thereof, of all students enrolled in the Institution who have applied to the
Institution tor payments of a Basic Fducatiomal Opportunity Grant; (ii) the amount of such grants as have been
awarded and’to whom: (i) the amount and -date of disbursement of such grants to such students; and (iv) the
amount «.ad date of any overpayments of awards that have been restored to the program account. Such records shall
melude the “Student Ehgibibty Repont” for each student, the student's ¢ of attendance at the Institution, and
the basis on which his full-time or part-time enrollment status and the portion of the academic year for which the
student was entolled was determined '

3. The Institution wiil at all reasonable tmes make available for inspection by authorized representatives of
the Commussioner, at the offices of the Institution, all books, records, documents, and other evidence bearing on the
recerpt and expenditure of such funds as have been made available to the Institution pursuant to this Agreement.
Such night of inspection wili extend for a period of five (5) years from the date of submission of a final report
covenng any such funds, unless the Commissioner provides otherwise by regulation.

4. The Institution shall submit such reports and information as the Commussioner may reasonably require in
connection with the foregoing undertakings of the Institution and the accounting for the payment of Federal funds.

5. The Institution shall reduce to writing its policy for making refunds of amounts paid on account of tuition,
fees, room, and board to students who withdraw or fail to pursue their course of study. A copy of such policy shall
be made available to the Commissioner upon request. The Instituiion agrees that if a refund is made to a student
pursuant to the pohicy f the Institution, the amount of such refund as is reasonably attributable to the payment of
a Basic Educational Oppertumity Grant in the light of the total of the amouat paid to the Institution by the student
tor twition, fees, room, and board, shall be treated as an overpayment and restored to the program account.

6. The Institution (f 2 proprictary Institution of higher education as defined in §491 of the Higher Education
Act of 1965 20 U S €. 1088) shall comply with such terms and conditions as the Commissioner determines to be
necessary to wnsure that the availability of assistance under this program to students has not, and will not, increase
the tmition. fees or other charges of the Institution.

I,  Effect of Agreement

I This Agreement shall be in effect with respect to all funds advanced to the Institution for disbursement
under the Basic Educaiional Opportunity Grant Program.

2. The Institution understands and agrees that funds shall continue to be advanced to the lnsmutton pursuant
to this Agreement and the Institution shall continue to earry out its undertakings pursuant to this Agreement for so
long as the tnstitution and the Commissioner mutually agree to do so.

3. The Instnitution agrees that reasonable notice shall be given to the Commissioner if it no longer is willing or
able tu carry out the terms hereof. and the Institution is advised that similar notice will be given to the Institution in
the event the Commissioner selects some other means for making Basic Educational Opportunity Grants avaxlable to

students attoading the Institution,

A}

DATE

" {Institutional Authorizing Officer)

{Name and Title)



This Agreement vovers the fo'lowing branch campuses ¢f the Institution

Name and Address OF Vendor Number
1.
h ]
3
4.
5. _
6.
. IRS No.

{Internal Revenue Service Number)

l.f -~
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APPENDIX C : -

Excerpts From HEW Audit Guide

the HEW Audit Guide was designed to tamiharnee independent auditors and accountants with the significant
accsunbng and recordheeping provisions of the CWS, NDSL and SFOG programs, Fxcerpts from the Audit Guide
are nctuded m this Menue! moan attempt to give mstitutional representatives working with the programs discussed in
the rmariea! an opportumty’ e hecome aware of the gurdehnes to be used by the auditors of these programs. Unless
otherwise ndicsted, L ot the tollowing material has been excerpted verbatem from the Audit Guide dated May,
0 7s ¢

A Audit Objectives

fhe objectives of the qudit gre to deternune whether
1. The mstitution has established procedures for coordinating assistance provided under all Federal student aid
programy in which it particpates

2 the stitution has establnhed systems of internal control, accounting, and reporting, and has exercised
proper controls in the operation of and acvountne for the funds provided for the programs.

o bheanstutution has established and has followed polivies and procedures to ensure that the funds provided
are bemg used ondy for the purposes set forth in the institution's agreement waith the Commissioner of
Pducation and that the poliaes and procedures conform with applicable HEW directives.

4. The ainstitution has estabhshed a control and self evaluation system intended to monitor and evaluate the
programs fo determane if its objectives are met,

B Internal Controls ]
CWS Review the syatem of iternal controls applicable to the CWS program t~ determine whether the policies
and  procedures estabhshed by the institution are wntten, and provide for appropriate segrepation of
respoansibilities and controls that are reasoaable in the circumstances over:
U the recerpt and dishbursement ot cash,

2 the pay ment of wages,

2. the pavment of administrative expenses,

4 the revording of trun.\ucli}ms to the general ledger control accounts,

S the operations ot the oft-campus agencies e.g., preparation of time sheets, payroll records, signature

authonzanon cards,

NDST Review the sstem of mtl-rnul controls applicable to the NDSL program to determine whether the
policies and proceduores established by the institution are written, and provided for appropriate segregation of
responsthihities and controls that are reasonable in the circumstances over

the recept and dishursement of cash,

the grantine of loans, _

the pavinent of administrative expensces,

the collection of loan principal and interest, .

the pay ment of hiigation costs,

6 the cancellation of loans -partial or complete,

the capital contrntbutions - Federal and institutional,

R, the recording of transactions to asset, capital, revenue, and expense accounts.

T A e 14—

=]

SEeH: Resview the systein of anternal contrels applicable to the SEQG program to delermine whether the
policies and procedures estabhshed by the inctitution are written | amd provide tol appropridic scgregation of
responstbilities and controls that are adequate in the circumstances over:
1 the tunding of the SEOG program,
) the payment of SEQG awards nitial year and continuing year,
3 the reeording of transactions to the gencral ledger control aceounts,

El{llC ‘ 8y . .
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Aruitoxt provided by Eic:

¢ . Complisnce - Coordination of Federally Assisted Student Aid Programs
Detesmine that the institution has controls to preclide the awarding ot assintance 1 excess of a student’s
tinangial needs : i

-

1 Determine whether the imtitution has established procedures for coordinating assistance provided under all
Peds gl student ad programs which requure & showang of frinancial need with any assistance provided under
the Basie Fdocationat Opportunity Grants program, the Guargnteed Student Loan program, and other
shoolb-adimunistered ad program: -

S

2. Determnd whether the students have recerved an amount in excess of then financial needs by examining the
documentation relating to hinancial need ont g representative sample of students participating in the student
dnd program . . '

i view of the daticulty of prease heed determination, OF does not consider awards-of up to §100 in excess of a
student’s predetermined tinancial need amount as bheing unreasonable. Consequehtly, OF would not require any
tnancial adiustotents when the financaal ad receved by a student under these programs exeeeded his financial need
by dess than $1OQ0

D Compliance - Self, Evaluation System

I Deternnne 1t the msthitution huas oestablished g selt-exaluation sy stem to monitor and evaluate the programs to
] A ’
crsure tat ther obiectives are met.

2. Deternmune the trequency of the seltwevaluation reviews.

¢ Determne 1 the answers to the questions are complete. For those areas covered in the scope of the audit,”
determme that they are consstent with the results obtained dunng the review, g

¢

4. Determume o carredfive goion was taken Jon problem arcas noted dunog the selt-evaluation review,

.
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